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What to do about 


those war-weary 
typewriters 

















. DO REGULARLY 
You can do this 7 = 6. Prevent paper slipping by cleaning 


rubber rollers with cloth sight) 


DO DAILY moistened with cleaning fluid. 
1. Brush erasures and dirt on typebars 7. Remove roller and brush out dirt. 
towards front of machine. 8. Save roller by inserting 2 sheets at 
2. Clean type with brush s/ight) a time. 
moistened with cleaning fluid. 9. Keep particles from falling into 
3. Move carriage to extreme right, machine by moving carriage to ex- 
clean rails. Reverse operation. treme ends when erasing. 
4. Brush dirt from typebars. 10. Change ribbons correctly. Jiggle 
5. Cover machine when not in use. or tap lightly. Never force them 


NEVER OIL YOUR TYPEWRITER ... LEAVE OILING TO SERVICEMAN 
Let us do this e « e | hrough Smith-Corona branches or dealers 


| in all principal cities, trained men and women are available—specialists in 
typewriter service. Let us keep your typewriters fying/ 


SMITH- CORONA Typewriters 


LC SMITH & CORONA TYPEWRITERS INC SYRACUSE 1 NEW YORK 
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HOW TO 


Punch 


) the axis ) 


ON YOUR TYPEWRITER 





By learning stenography at your Gregg _ records safe and easy to read... Micrometric 


School, you are helping to lick the Axis. Carbon Paper (the famous product with 
It takes millions of letters and forms to the white scale) is simplifying and speed 
build guns and planes and tanks, and to ing the work of skilled secretaries at a 


keep the home front moving. More skilled time when every second counts. Ask your 
secretaries are needed. School Supply Department for the special 


Wherever you work after graduation, student pack. 


you are likely to find Webster products in Don't wait. Familiarize yourself now 
action... Star Brand Ribbons are turning with these products before you are asked 
out neat, clean letters and reports in busi- to use them. For generations, the word 
ness offices and war plants... Mu/tiKopy ““Webster’’ has meant “quality” in busi- 
Carbon Papers are keeping valuable war ness offices throughout the world. 


CONVENIENT ORDER FORM for SCHOOL SUPPLY DEPTS. 


Send this Coupon to BGR «GREGG PUBLISHING CO. 


‘ 
' 
' 
| 270 Madison Ave., New York (16) ' 
— ' 
All up-to-date schools _ —— : Please send me packs of Micrometric Carbon ; 
ordering Micrometric Carbon 4 Paper for school use at 7}4 cents per pack plus post- : 
Paper from the Gregg Publishing | age. Address bill to ‘ 
P &§ & 1 8 : 
Company. Thecouponisforyour § | ’ 
é a Name ‘ 
convenience ' ; 
' 
8 School Street ; 
F.S.WEBSTER COMPANY : : 
17 Amherst St., Cambridge, Mass. : City State ; 
' 
' 
' 


Please mention the Greag Writer when answering advertisements 
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A Smash Hit 
All Guer the Country! 


FOR SECRETARIAL TRAINING 


APPLIED 
SECRETARIAL PRACTICE 
SECOND EDITION 
By John Robert Gregg 


ylied 


PARAL PRACT 





A national tavorite, this text trains the 
student in the procedures, the actual work, 
the customs of the office, business papers, 


office machines, and filing —all as they 





are found in today’s oftice. 





Skill in shorthand, English, spelling, typing, and secretarial 


arithmetic is carried to higher levels through selected drills 


Realism is attained in personality training. A marketable person 
ality is buile through specialized projects 

Special emphasis is placed on training the student to plan and 
carry out a successful job-finding campaign. This is interesting and 
practicable. 

Two practical, correlated workbooks Business Forms for 
A pplied Secretarial Practice, Second Edition, Part I and Part Il 
—are available. The use of Part II (advanced) extends the course 
to two semesters. Also, there are available three double-faced 


Victrola records for secretarial training. 


THE GREGG PUBLISHING COMPANY 


New York Chicago San Francisco Boston Toronto London 


Please mention the Greaa Writer when answermnyg advertisements 











GREGG 
COLLEGE 


A School of 
Business... 


Preferred by College 


Men and Women 


Students represent 80 colleges and 


universities and 30 states 





Stenographic, Secretarial, and 
Accounting Courses 


Methods Courses for Teachers 
of Business 


Send for free booklet: “The Doer- 
way to Opportunity.” 


Court Reporting Course 


Write for special free booklet about 
school of Court Reporting: “Short- 
hand Reporting as a Profession.” 











Only high school graduates accepted. 


THE GREGG COLLEGE 


President, JOHN ROBERT GREGG, $.C.D. 
Director, PAUL M. PAIR, M.A. 


Dept. @. W. 


6 N. Michigan Ave., Chicago 2, Ill. 
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A\nd That » » » 


Weve a special private reason for 
ication this year—the continually 
reasing interest our readers seem to be 
taking in their magazines. ‘'|l notice that 
inees are carrying the GREGG 
WRITER around with them nowadays in- 
customary Reader's Digest!"’ 
writes Jalva Vale, an OPA Training Cen- 
ter instructor down in Washington, D. C. 
hey re taking their copies along to lunch- 
eon here in New York. We ve seen stenos 
at the soda ftountain reading their 
WRITERS between bites, oblivious of the 
flash 


( 

C 
La 

Q 


teaa + the 


Jaggers flashing at them from the eyes 


»f the fellows next in line for a seat at the 


THe horus of complaints that goes up 
when copies do not arrive when expected 
at we are filling a real 

need in the classrooms and offices of the 
ow how the time drags 

when the mail is late. And we are espe 
ally ay iative of your patience dur- 

ng these difficult times. Perhaps a 
misunderstanding about the closing date 
f the tests may account for some of the 
OS's we receive. We are sure thot 

me of you must have overlooked the 

ttle note under the caption of the Test 
Material each month. Tests do not have 


to react until the 25th ot the month 
owing publication—the November 


é up to December 25, for instance. 
One teacher wrote us that her tests were 
due before she received her first copies. 
lt was September copies she was waiting 
tor—but though they were some time 
overdue, September tests were still good 


We are trying hard to overcome this 
Jelay in service, but loss of manpower, 
and inexperienced help are slowing things 
up all along the line. Especially on first 
copies, our mailers now need four or five 
Joys extro time 


POOR 
BUSINESS 
ENGLISH 


How much is it costing you 
in wasted opportunity? 


Every day your business associates are judging you—by 
what you say and how you say it! Hazy ideas, ill-chosen 
words, halting sentences, crude, slovenly speech—these 
mark a man as loose in thinking. Thoughts clear-cut, 
words that give true shape and color, sentences aflame 
with power and originality—these proclaim ability, win 
for their users swift advancement. Stop apologizing for 
poor English—it's inexcusabic! In the quiet of your home 

with LaSalie's he!p-—you can /earn to speak and write with rea! distin 

tion, learn to make the words you utter and the letters you compose 
stamp you as educated, cultured, a power te reckon with in the busi 
ness world. Complete details in an attractive 32- page beok ,* ective 
Business English,'’ sent you free upon request sk for it TODAY 


LASALLE EXTENSION UNIVERSITY 
A Correspondence Institution 
Dept. 1146-BE Chicago 





FREE! Your name beautifully written in 
® ornamental style and a copy of The 
Educator, containing lessons on penmanship, 


sent absolutely free. Good for 30 days. Send 
your name with this ad te 


THE EDUCATOR 
612 North Park St. Columbus, Ohio 











Commercial Clubs 


ORGANIZATION, PROGRAMS 
AND PLAYS 


By Archibald Alan Bowle 


published in response to a constant 
demand for a guide in organizing and 
conducting commercial clubs, etc., 
and for programs and plays that can 
be utilized by such organizations. 


Contents 


WHAT YOU MAY EXFECT FROM A COM 
MERCIAL CLUB 


WHAT TO DO—THE INITIAL STEP 
DUTIES OF ORGANIZING COMMITTEES 
SCHOOL COMMERCIAL CLUBS 

THE ORGANIZATION MEETING 

PLANS FOR THE FUTURE 


SPECIMEN PROGRAMS IN OUTLINE 
FORM 


EIGHT PLAYS COMPLETE FOR PRO- 
DUCTION 
Cloth Binding, Price $1.00 net 
Discount om orders tor six or more copies 


THE GREGG PUBLISHING COMPANY 


New York Chicago Boston 
Sen Francisco London 
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Behind Esso’s 100- Octane Gasoline 


March Hundreds of 
Underwood Typewriters... 









. — 
‘ &N 
Offcial U. S. Navy Photograph Enlist your dollars...Buy War Bonds...To shorten the duration 


of fighter planes on a carrier deck 


Ihe fast-flying fuel that powers the planes of many of 
America’s intrepid airmen gets its paper work “start” on 
time-saving Underwood Typewriters and Office Machines. 


TO OUR MILLIONS OF VALUED CUSTOMERS : Throughout the Esso organization they have played a 
Accounting Machines and Adding Machines prominent part in the quick handling of office detail re- 
are available under WPB regulations. quired by the company’s war effort. 

Typewriters are available for rental 1 From the “paper work” in the famous Esso Research 
— Laboratories where this Victory fuel was developed to the 
Maintenance Service, from coast to coast in final orders to Esso tanker captains for delivery “somewhere 
366 cities is in complete and efficient opera in the war zones,” the unfailing efficiency of Underwood's 
tion for all makes of typewriters, UEF a durable equipment speeds the vital war work of the Standard 
counting machines and adding machines. Oil Co. of New Jersey and its associate companies, 
Ribbons, Carbon Rolls and Carbon Paper— Reports Esso Marketers: “In the last few years many of 


Complete lines are available for all mak our Underwoods have had to do double and even triple 


duty. Our UEF machines have stood up remarkably well, 
regardless of their age!” 


of machines. 


Copyright 1948, Underwood Elliott Fisher Company 


Underwood Elliott Fisher Company am 
ONE PARK AVENUE, NEW YORK 16, N. Y. ; tomahe 
In war production on U. S. Carbines, Caliber .30 M-1— Airplane Instruments nee 
Cun Parts — Ammunition Components— Fuses — Primers—and Miscellaneous Items. Mead 
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PERSONALSECRETARY WANTED 


Could you qualify for such a job? Here’s an interesting discus- 
sion of what personal and private secretaries must be able to do 


By CHESTER E. SHULER 


S the trolley lurched and banged its 
way downtown the other morning, three 
young women, with heads together, 


nned the “want ad” columns of the news 

“Listen to this,” said one, as she read 
“WANTED—a personal 
Must be thoroughly loyal, capable, 
efficient Apply in 


secretary 


honest, reliable, 


person to 
What is a ‘personal’ secretary?” she 
queried. “Is it the same as a private secre- 


“I don’t think so,” another replied. “My 
uncle has one, and his duties are different 
rom those of the private secretary in our 


Oh, I believe they’re the same,” the third 
“Why the words are almost 
synonymous, aren't they ?” 


girl asserted 


THE three left the car just then, and sev- 
eral people sitting near were left to ponder 
the question. They really hadn't thought of it 
before, but perhaps there were several types of 
secretaries 

What, for example, ts a 


Personal Secretary 

uch as this “ad” was calling for? As a gen- 
eral rule he isn’t a private secretary, although 

me positions may form a combination of 
iuties belonging to each particular job. 
Usually, however, an employer who requires 
the services of a personal secretary employs 
one or more private secretaries, as well as a 
social secretary and possibly several other 
types. It is this type of personal secretary 
that we shall try to discuss. 

We're not likely to find the personal secre- 
tary in the reception room or the “front of- 
fice.” We shall have to penetrate to the private 

fice of the boss, for it is there that he is 


probably performing his duties, which, unlike 
those of the private secretary, are seldom 
handled where the publi in see 

I 


1. 
THE private secretary represents the boss 
meets callers and transacts every matter 
business of which he can possibly relieve his 
employer He is that obdurate individual 
who hinders the progress of salesmen and 
others who would interview the boss but fail 
to reach their goal. The personal secretary, 
on the other hand, works with the employer 
He is equally important as the private sec- 
retary, though less frequently seen or heard 
about. 

The personal secretary handles the personal 
correspondence of his chief, often acts as per- 
sonal stenographer, answers much mail with 
out specific direction, keeps a record of en 
gagements business and social, and looks after 
a host of seemingly trivial matters which be- 
come exceedingly troublesome when neglected 
or improperly done 


THE personal secretary is in a position to 
make himself equally indispensable as the first 
vice-president if he performs his duties 
properly and has the personality, initiative, 
industry, and loyalty to make good 


What Must He Know? 


He must be an excellent stenographer, ac 
quainted with every feature of that field. He 
may not be called upon to make extensive 
use of this knowledge, but it is indispensable 
as a part of his equipment. He must be able, 
when occasion demands, to take dictation 
rapidly and accutately. He must have the 
ability to write error-proof letters on the best 
stationery of his firm or organization. He 
must produce work of a quality in keeping 
with the dignity of his employer’s position as 
head of a great company, department or gov 





114 Tue Greece Water, November ‘ 
ernment For the personal secretary works they cannot find any of their special triends 
utth his chief—be that chief president of a handy, so they turn to the personal secretary 
company, governor of a state, or the directing Obviously, if he can talk intelligently 1 
head of some other large enterprise or area. these subjects, he becomes additionally ap 
lle must see that his work represents the preciated. One of his first bits of “detectiv: 
chief well, and is in keeping with the dignity work,” therefore, should be to find out about 
of his office these hobbies, then secure the proper know! 
edge, if he doesn’t already have it at hand 
BUT there are many other characteristics If the boss is a basepall enthusiast, a knowl 
which he must possess or acquire, and other edge of “baseball statistics” will help; if a 
knowledge which he must have. to fill his golfer, data on golf must be well in hand 


job well — 5 : , . 9 
Varied Duties Not “On the Program 


Due to the nature of his work, it is obvi 
ous that he must be thoroughly reliable, loyal, Some duties may not be altogether cor 
honest, trustworthy, truthful genial. Nevertheless, it’s a part of his job t 

Perhaps one of the most important of his learn and like the unlikeable thing He may 
characteristics is Loyalty Disloyalty would not care for dogs, but if his boss does and has 
be the most disqualifying trait imaginable. He several, it may be the personal secretary's lot 
must believe in the business or work of his to take them for a stroll occasionally—at 
chief and support it with his every energy like it. In an emergency, Mrs. Boss may evet 
He must be the type of person whom the boss call upon him to pin it as semaid an 
likes—because they are thrown together much, take the kiddies for a walk or a spin—and he 
and the more congenial, the better work each must like the diversion. Duties hardly witl 
can do. An imperfect fountain pen is one of in the scope of his work, but none the less 
the most annoying tools a busy executive can important f im to know and do well! 
have; and a personal secretary that is not ie " 
congenial would be about as unwelcome Speeches Made to Order 

He must study the boss. The more he can [f the boss is a public speaker of more 
learn about that individual, the better work ess ability, he will need to have material 
he can do. Of course, this knowledge must is talks collected and arranged. Perhaps l« 
be gained gradually through contact with the vill prefer to do this himself, but it may be 
employer, listening to his “pet” expressions, a part of his personal secretary's work lt 
noting his peculiarities, habits, customs, likes, the latter case, the secretary must rise to t 
and dislikes occasion—sometimes with speed under trying 

‘ircumstances. For example, the boss may 

IN handling his correspondence, the personal be in a distant city He calls on the tele 
secretary must know how the boss would ex phone and says, “Secretary, I had forgotten 
press himself, were he writing the lettet all about my speech before the Humpty 
whether he would address John J. Jones as Dumpty Club tonight at seven. I'll arrive 
‘Dear Mr. Jones,” or “Dear John”; how he town on the six-forty train. You prepare m« 
would open and close a letter to this corre- a good talk and slip it to me at the Club 
spondent or that one. As many letters will Good-bye.” 
be given to the secretary to answer without Now the secretary may not be a speaker 
dictation or direction, he must be able to make but he must, if he is efficient, know the boss 
them “sound” as though the boss himself had — sufficiently well so that he can concoct a talk 
had a hand in it vhich will sound like the boss—and have it 

Social duties, too, sometimes fall to his lot it the Club on the dot. Famuliarity with his 
These vary, of course, according to the em employer's mode of speaking, his pet subjects 
ployer’s position, inclination toward social likes and dislikes, will help. There are mat 
functions, and kindred conditions A knowl volumes now in print containing funds oft 
edge of correct social customs and social cor stories and anecdotes that will assist Phe 
respondence, invitations, regrets, and the like, wise secretary will have provided these first 


becomes essential to the equipment of the per aids beforehand and will be prepared for just 

sonal secretary. While these may be duties such emergencies 

somewhat outside the scope of his real work, . 

he must, nevertheless, be efficient in their Personal Habits 

performance when required Phe personal habits of the boss must be ob 
erved with care Many of these are seem 


The Boss's Hobbies 


ingly mere trifles, but they must be learned 


Most big businessmen have hobbies—vone remembered, and respected if 100 per cent 
xr more of them. They are intensely inte service is to be rendered. Strangely enoug] 
ested in these forms of recreation Chey like the boss himself will not notice these trifles 
to talk about their pet subject Sometmes mtil they are eft unattended to Then they 
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will become annoying. For example, he will 
have his favorite morning paper, his favorite 
magazine—and these must be placed on his 
desk at the proper place. He will prefer his 
telephone at a certain location on the desk— 
and it should always be there, unless he him 
He may be interested in clip- 
pings concerning special subjects, and the sec- 


self moves it 


retary will place these for his attention. He 
will forget things, sometimes—and the secre- 
tary must remember at the correct time and 
remind him, in the approved manner. He 
will even make mistakes, which the secretary 
must note and, if possible, rectify without his 
knowing he made them 


Phone Calls 


The secretary will probably answer all tele 
phone calls for his chief. He must know how 
to do this in the proper way; but, most im 
portant of all, he must discriminate nicely be 
tween the calls the boss ought to receive in 


person and those 


1s 


S OME time ago, a young graduate of an 
accredited school of mines looked for a posi 
tion. He came into contact with a wealthy 
coal operator in West Virginia. This opera 
tor had begun in a small way, but had ex- 
panded his interests until, at middle life, he 
felt the burden too great. He cast about for 
a personal secretary, and hired the young min 
ing engineer 
The position was offered with the agree 
ment that the young man should spend two 
years learning the business before taking over 
the work at all He was first sent to the 
South, where the lumber interests were. While 
there, he worked as a laborer. He then came 
to West Virginia, where he worked in the 
mines. Finally he was placed at work in the 
oil fields of Ohio The last period of his 
probation was spent in a bank which was 
controlled by his employer's interests 
Always interested in detail work, he was 
able, at the end of the two years, to take over 
all detail work of 





which should not 
bother his busy 
ear. Tact, in gen 
erous portions, 15S 


needed here 


Exchequer ss 


: ' 
rhe personal 


As 
~ 


secretary needs t 
be a pretty good 3 \ 
banker. Strange- . 
ly enough, many ; & 
wealthy men are ts 
surprisingly care- 
less about thet ‘ . 
personal banking 
matters. Many of y , %- 
these fall to the } 
lot of the secre 
tary. Sometimes : _— 
this field of his 4 r ‘ ‘ 
vork is extended —— 

to the matter of ~ Y 
handling invest — 
ments, collecting 
interest coupons 


as due, etc 


Other 7 ypes 





DESIGNED BY BETTY BUCKLEY 


Devel County High School the ordinary 
Chappell, Nebraska 


his employer. He 
became a most val 


SIMPLE SIMON uable employee 


He is now able to 


, an 
COP el take the same in 
not Be oe 9 ee A, P 
- a a “we 3G terest in the work 
> q ~ A 2. : *] ’ 
. . . - Sy as thougn it were 
a his own business 
and his employer 
d : can enjoy leisure 
‘ - _ a 
4 4 he could not pos- 


-— Ty ee sibly have had 
without this help 
Many personal 
F secretaries — of 
; this latter type — 
began by handling 
( minor details of 
their employer’s 
———* work and _busi- 
“a } ness 
THE field of the 
t 4 versonal secretary 
is somewhat more 
limited than that 


secretary, but the 





opportunities it 





Then there is 
the type of personal. secretary so-called, whose 
duties are even more interesting. This is the 
secretary who relieves his employer of prac- 
tically a/] burden; the secretary who has been 
carefully trained in every detail of the busi 
ness, and who, because of this experience and 
knowledge as well as familiarity with his 
employer's desires and policies, is able to 
manage the entire business quite as well as 


the boss himself and who sometimes docs 


offers are large 
Personal secretaries are not so numerous be 
cause not many stenographers or others pre 
pare themselves for such work. It is a field 
well worth one’s attention 


. as * 


> I believe that anyone with average intelli 
gence can succeed in his job, if he is willing 
to put forth the effort, and is really interested 
in his work—R. H 
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What Would You Do If-—? 


Another Secretarial Quiz 


Arranged by E. LILLIAN HUTCHINSON 


116 
OU’VE asked for them; so here are 
five more situations typical of those that 
stenographers are meeting daily on the 
job, and our suggestions for dealing with 


them. Next month there may be a new feature 
added to this page. Watch for it! 


1. Your desk, with its typewriter, is in the 
same office with the man for whom you work 
He has never asked you to stop typing when 
he has callers or when he is telephoning, but 


you wonder whether it is “good form” fo 
you to continue to do so 
2. The receptionist telephones you that the 


salesman who represents the manufacturer 
from whom your company buys many items is 
in the reception room to see your chief. Lour 
chief is extremely busy on a report he is trying 
to finish. He says to you, “I don’t need any 


thing right now. Go out and tell Mr 
that, and that I'll call him when I’m ready te 
see him.” 

When you talk to the salesman, you dis 


cover that he intended to tell your chief about 


some special offerings that he is presenting 1n 
to a few valued customers. The mat 
seems to demand your chief's im 
What would you do? 


advance 
ter really 
mediate attention 


3. You are secretary to the executive in a 
medical supply house. Most of the corre 
spondence is with doctors, many of whom are 
officers in the Armed Services. Many of 
these doctors are personal! friends of the execu- 
tive for whom you work. You wonder whether 
to use the formal salutation required in 
correspondence addressed to Army and Navy 


officers or the usual personal salutation 


4. Your employer’s wife comes into the office 
and dictates to you a letter to one of the lead- 
ing department stores, regarding an adjust- 
ment in her account. As this is the first time 
she has dictated a personal letter to you, you 
wonder what stationery to use and in what 
form to type the name below the space for 
her signature. 

5. Your employer gives you a legal docu- 
ment to copy. It contains errors in spelling 
and in punctuation. You wonder whether 
these should be corrected in making the copy 
and whether it is necessary to copy the docu 
ment on legal-sized paper. 


ANSWERS 


1. Typing is part of your job; and if you 
are to produce the work that is expected of 
you, you cannot interrupt your typing for long 
periods. If, however, you find that either your 
chief or his caller is having difficulty in hear- 
ing, or that, because of a poor connection, your 
the telephone, turn to 


‘ hie f cannot hear vert 


some desk work or some filing for the tim 
being. Many companies equip secretarial desk 
with noiseless typewriters to meet just thi 


situations 
2. If the salesman 


to present an offer that will 


pany, excuse yourself for a moment and ex 


ns honest in his desi: 


Sect! 


benefit your con 


plain the situation briefly to your chief. H«: 
may be very grateful to you; whereas if yor 
allowed an important opportunity to slip by 
because you foll | instructions without us 
ing your idgment e may be very mucl 
inn ved 
3. If the lett s purely personal, it is per 
fectly « ect the personal salutation 
Dear Doctor " or even the first name 
If the letter cor s Service matters, however 
the preferred nds on whether the 
heer 1s t Navy. The Army 
efers tl 1S f t rank, as “Dear Maj 
t Navy uses the form “D 
Doctor 
Whatever t ver, the 
lress on the en and = the side address 
should inv bly contain the officer’s ranl 
anch of s tit thire 
Cary | k W i, M.<( 
R r, Post Hos 
Camp 5S Luis Obisp< 
Ss I 0 t Ca rr 
4. Ask her frankly whether she has | 
sonal stationery bearing her name and a 
dress—the style used by many women wl 
conduct much correspondence—or whether she 


wishes you to use her husband’s personal sta 
tionery or a plain white letterhead on whi 
you can type the address Do not use com 
pany letterhea 

Also, ask her the form ir which s 
her name typed below the space where sh 
will sign her name. Some women prefer thi 
form “Mrs. Henry Wilson,” others ust 
“Mrs. Margaret Wilson.” (The pen-written 
signature will be “Margaret Wilson.” If 
you have her personal stationery, it will not be 
necessary for you to make this last inquiry, as 
you will follow the style printed on the sta 
tionery. 


he wishes 


while 


5. A copied legal document must follow in 
every detail the original document, and bi 
typed page for page with the original. The 
exact agreement of punctuation is most im 
portant, for upon a comma can hang the fate 
of a contract. It is permissible to insert 
“Tsic]” immediately following an obvious mis 
spelling or misstatement of fact. This is a 
Latin word meaning “thus,” and indicates that 
the copy really reads thus. The copied docu- 
ment should be “read back” with 
son, to insure accuracy 


unother per 


1943 


[ust 


Weiten 
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EWING GALLOWAY 
Guatemala City from atop Cerro del Carmen 


CENTRAL AMERICA- 
Guatemala . El Sal- 
vador . Nicaragua 

[ WASN'T until Columbus’ last voyage 
| that the strip of land connecting the two 


great American continents was discovered 


w comp sed of the re- 
El Salva- 


ntral America ts 


publics of Guatemala, 

, Nicaragua, Honduras, Costa 
Rica, the colony of British Hon- 
luras, and Panama. The latter 
vas never actually a part of the 


political life of Central America, 
but it has been grouped with the 
ther countries in most people’ 
in the first 
interested here. 


minds for years. It is 


ree that we are 


(, UATEMALA is the largest in 


a 3,234,001 its area 1s 
5 452 S re muiues \ olcanoes 
t the landscape and have proven 
» be the destruction of many 
riving cities in the past I 
eten, » tl rt! S a vas 
gle area, much of which has 
ver been explore It is her 
t e s illa ti which 
iruishes chicle for chewing gum, 
s tound, and the few sparse settle- 


nents located in this region aré 


cumposed of the chicle gatherers Howeve! 
rich sources of quinine, rubber, and hard woods 
are said to be still awaiting development. 
Agriculture is the dominant industry. Goodly 
quantities of bananas, sugar, timber 


and chicle are exported. 


cottee, 


CENTURIES ago the Mayan Indians lived 
here, a highly cultured Indian race, as evi 
denced by the remains found of their architec- 
ture and agricultural life. They had a very 
omplicated calendar and a form of script writ 
ing. A little of their civilization has been made 
available to archxologists from the inscriptions 
on temples, monuments, idols, etc. But it is 
still a mystery why, at the height of their 
culture, they abandoned their cities and capi 
tal in settled in Yucatan 
Branches of the then appeared in other 
sections of (¢ America and Mexico, for 
traces of Mayan civilization mixed with that 
f other Indian have been discovered 
scattered widely 

Guatemala was originally 


Guatemala and 


tribe 
| tral 


tribes 


the name of the 


irea including all the Central American 
states. But after ridding itself of the Span 
ish yoke the countries wished to be under 


Mexican protection Later, however, they 
were dissatisfied and broke away from Mexico, 
each forming Guatemala’s 


present administrator is General Jorge Ubico, 


its own republic. 





the man who was responsible for making 
Guatemala sanitation and public-health con 
scious. He helped to wipe out a yellow fever 


epidemic in 1918 

QW the southeast border of Guatemala lie 
It is 
probably the most densely populated country 


the 13,176 square miles of El Salvador 





KEYSTONE 


views 


Cathedral of San Salvador 








n the world t its size 
i population if 1,800,000 

The | i 
hilly, 
Numerous 


untainous am 
lying 
snake 


land is m 
with high plains 
rivers their 
vay this 
Ihe two largest are the Lempa 
the Rio Grande de San 
Miguel. The rivers are not nav 
igable, but they nourish the sur 
rounding soil to its rich fertility 


across tropic country 


and 


EL SALVADOR ranks first 
in the export of coffee in Cen- 
tral America and fourth in the 
world. Among its other prod 
ucts are sugar, henequen, rice, 
and balsam, the latter usually 
called the “Balsam of Peru,” so 
alled because in Spanish colo- 


nial days the balsam was first 
shipped to Peru and thence to the three 
the mother country 

San Salvador is the capita! 
ind can be reached by plane, car, or railroad 
Che beautiful Lempa Valley offers the trav 
eler peaceful panoramas Chere are many 
volcanoes in El] Salvador, some of which 
stand like sentinels along the coast. Cool 
crater lakes have formed in some of the vol 
canoes, the largest being Lake I[lopango, 
which has been used as a seaplane base 
NICARAGUA became familiar to many 


Americans while our Marines sojourned there 
political disturbances. It 


during various is 





KEYSTOne Views 


In old Granada, Nicaragua 
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THOS. F. LEE FROM EWING GALLOWAY 


From this odd lookout on a height near San Vicente, 


neighboring republics can be glimpsed beyond 
the borders of El Salvador 


e largest of the Central American republics, 
having an estimate irea of 57,143 square 
miles (the northern boundary has not yet 
been settled with H ras The population 
is set at 1,380,287 
THE name Nicaragua is taken from the 
powerful Indian chief, Nicarao, who met the 


invading company led by Gil Gonzalez Davila 
in 1519, seventeen years after its discovery by 
Columbus. For the 
the political 
parallels the history of Central 
whole, but, on gaining her independence, a long 


next three hundred years 


history of Nicaragua closely 


America as a 


period of internal unrest seized the country 
and the United States intervened in order to 
straighten out the financial, political, and cco 
nomic life of this young republic. It was not 
until January, 1933, that the last of the 


recalled 


Marines were 
A MOUNTAIN range cuts across the coun- 
try in such a way that the land is divided into 


two sections The Pacific side has important 


seaports and most of the population. Agri- 
culture thrives here (Strange as it seems, 
despite the preponderancy of agricultural 


products, gold has now become the largest ex 
port item.) 

There are two large lakes worthy of 
mention—Lake Managua (the Indians called 
it Xolotlan), which is about 35 miles long and 
from 10 to 16 miles wide, and Lake Nicaragua, 
96 miles long and 39 miles at its widest point 
This lake, together with the San Juan River, 
was proposed as the site 


very 


which helps drain it, 
of a second canal to join the Atlantic and 


Pacific oceans. The plans may yet materialize 
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YES, SIR, EVEN AS YOU AND I 


In many of the training camps boys like the chap on our cover are 
practicing pothooks just as they do in the classes at Camp Lee 


By MASTER SERGEANT J. C. BENSON 


Shorthand Instructor, Administration, Supply, and Clerical Schools, Quartermaster Replacement 
Training Center, Camp Lee, Virginia 


NLERKS 
in great demand in America’s new mod- 
ern Army. This demand is easy to un- 

lerstand when one considers the vast quantity 
4 supply, equipment, and personnel records 
at must be kept by units whether in camp or 

the field. Today the whole success of our 
y is dependent upon information gathered 
d compiled quickly and accurately by soldier- 
would marvel at the 
which vital 


executives 
speed and accuracy with reports 
are gotten out in the various headquarters of 
the Army. It is true that much of the routine 
work has been eliminated, and the process 
up by adoption of machine 
efficient office workers are still 
needed to direct the After all, ma- 
not think; they must be operated. 


speeded modern 
methods, but 
process 
hines do 
rmaster Replacement Training 
Virginia, has been sup 


THI Quarte 
Center at Camp Lee 
plying clerks for administrative and supply 
thees since early in 1941 \ll trainees in the 
Administration, Supply, and Clerical 


1 } 1 
| 


Schools—men who have had previous business 


Center’s 


beginning and advanced 
with other 


experience—receive 


typewriting along 
, 


curricula 


instruction in 
subjects in the 


The typing course is 92 hours in length. 


Students are given individualized instruction 


by non-commissioned officers who have had 
civilian experience in teaching the subject. Be 
a practical knowledge of the 


Oppor- 


Rinners acquire 


keyboard. Advanced students get an 


tunity to regain some of their former speed 


A LL the advanced typists who have had pre 
in shorthand are placed in a 
No beginners in stenog- 
taken, because of the lack of train 
ng time. Men assigned to this advanced class 
frequently have had a great variety of experi- 
ence and their abilities run the whole gamut of 
shorthand skill. Some have not studied or 
ised this subject tor as many as fifteen years, 


vious training 
class 


stenography 
raphy are 


hence they are recapturing a lost art. Some 
were teachers of shorthand; some were court 
reporters; others were government stenog- 


raphers. The majority, however, had had very 
little use for their stenography in civilian life 


stenographers, and typists are 


and find a serious need for a “refresher” 


course. 


EVEN though the men have had almost as 
many different types of shorthand as they have 
had positions, a standard shorthand manual is 
required and used as a basis for review. All 
the brief forms, phrases, and analogical word 
beginnings and endings are covered. Dictation 
is given at various speeds for practice. Tran- 
scription is provided two or three hours out ot 
the ten-hour weekly schedule. All letters are 
set up in military style, totally different from 
the civilian letter. Review of punctuation is 
given 

Each student is supplied with a copy of a 
group of phrases prepared for 
strictly military use. He is given drill on the 
shorthand words and phrases, along with dicta- 
tion containing them, in order to fix them in 
He is allowed to keep this list and 
when his 


words and 


his mind. 
is urged to use it as a reference 
training 1s completed and he joims an active 
unit as an Army stenographer 

IN order to get some definite idea of the 
scarcity of stenographers and typists in the 
Army, let us look at 
from the classes attending the Administration 


ing the three months 


some hgures compiled 


schools at Camp Lee dur 


from July to September. It should be remem 
bered that most of the men attending the 
schools have had previous business training. 


Out of all the men in the schools there was 
just a little over six per cent who were stenog- 
raphers. About twelve per cent were typists 
who had had no shorthand training. 

The need is not so much for high-speed men. 
Indeed, in the Army a soldier is classified as 
a stenographer if he is “capable of taking 
dictation at the rate of seventy-five words pet 
minute on new matter, and transcribing it on 
any standard typewriter at a fair rate of 
speed.” This is the lowest possible speed that 
can be used, according to the Classilication 
Manual. 

It should not be thought, however, that the 
Army has let down the “school standard.” The 
Army realizes that a low speed is not sufficient 
to take Courts Martial proceedings, or any 
rapid and difficult dictation, and a man whose 
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speed is too slow would not be assigned to 
such work. But the great need is for general 
all-around soldier-office men, and accuracy is 
deemed far more important and desired than 


speed alone 


AFTER a man is placed as a clerk, stenog- 
rapher, or typist, he is expected to meet many 
rigid requirements. If the work piles up and 
reports must be gotten out, he works late and 
gets them out. Sundays and holidays can’t al- 
ways be observed. These men, who “Keep ’em 
Rolling,” are only too willing to work under 
all conditions, and sacrifice much without com- 
plaint. They feel proud to serve with a pen or 
typewriter and know that without their serv- 
ices vattles could not be won. They don’t ex- 

but do get what 1s 
ful service 


pect anything in return, 


oming to them for fait! 


Shorthand for 


n 
Cue Grece Writer, November, oye! 


[It is seldom that an enlisted man working 
1 an office who makes good on the job has 
to wait very long before receiving a rating as 


1 non-commissioned officer. Some men are 


made corporals and sergeants within the first 
month. It has been known for men to becom« 
master sergeants within eight to ten months 
ifter being assigned to permanent duty. They 
Officer Candidate Schools and 
ns, since men with executive 
to the Servic: 


ften reach 
receive commilssl 
experience are very valuable 


as officers. 


[IN handling millions of men and billions 
tons of supplies, equipment, and general muni 
tions of war in the modern, mechanized armies, 


records and reports rendered promptly and 


properly guarantee the streamlined efficiency 
" 


that success in war demands and expects 


Everyday Use 


By ARTHUR E. GASKILL 


VERYONE can use shorthand in some 
other. We all know of its utili 


tarian value, that it is often the means of 


form ot 


providing remunerative employment under 
congenial surroundings. gut there are so 
many opportunities to employ shorthand for 


purely social and timesaving purposes in and 
about the home, the and in purely 
social matters. 

Housewives, for instance, use it to 
great advantage. Why hardly a day goes by 
but some authority on domestic science gives 
household helps on the air Most of thes: 
splendid ideas are lost, they can be 
jotted down while in the act of listening in 
or immediately after still fresh in 
mind. To do this by the ordinary longhand 
method is obviously quite impossible—it takes 
too long. Shorthand would be mighty wel 
come in cases. 


schoe yl, 


could 


unless 
ward while 
such 


C ollege age, 
valuable 


ry? 
ro young people of school or 
shorthand is undoubtedly the most 
asset they can possess, as many Courses aré 
in the form of lectures. Notetaking, a most 
vital part of their school work, is generally a 
tedious matter and often quite disheartening 
While sketchily writing out one idea, they 
may be missing others just as vital. A knowl- 
edge of shorthand makes notetaking a rather 
simple matter. And it has the added 
vantage—that of keeping the mind 
trated on the subject under discussion. 
I recall the experience of two young men 
who were attending the same class in com- 


ad- 


concen- 


took notes in shorthand 


while the other one could 


mercial law One 


during the lectures, 


only sit and listen Between sessions the 
notes were transcribed and a copy sent to the 
other chap When the final examinations 
were held, wl lo you suppose ré ceived the 
higher mark? Why, naturally, the one who 
took the notes Why? Because several 
mental processes were involved First, the 
coordination of hearing and writing, followed 
by the transcription of the notes and final 


By that time the facts had be 


proofreading. 
come so thoroughly embedded in thought they 
were readily recalled when needed. In addi 
record whicl 


tion, there was a 


could be referred to at any time 


J — . 
ky YR the har 


permanent 


aj ped person s! rthand offers 


a splendid opportunity to improve leisure 
time, often leading to profitable employment 
too. It restores self-confidence and thus e1 
ables him to take his place in the business 


world, enabling him to become self-supporting 
SHORTHAND may be utilized for social 
friends. Those who 
keep diaries can use it for recording their 
more intimate thoughts. Samuel Pepys did, 
and since they have been translated thousands 
their reading profitable and en- 


correspondence among 


have found 
}‘ yable. 

vat all of us could 
other. And 


too late to 


Hardly a day goes by tl 
not 
the best part of it is, 
begin ! 


and in some form o1 
it is never 


use shorth 
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“YOU CAN PROVE IT BY ME!” 


The sentiments expressed last month in that Rockefeller Center 
drugstore and at Shulton’s are echoed here from the Pacific Coast 


By VIRGINIA CONROY 


\ 7 HEN my friends and relatives learned 
that, ten years after completing my 
formal education, I was signing up for 

a course in shorthand, they took but few pains 
to conceal from me the fact that they believed 
| 1 


id suddenly gone 
“But you’re a writer!” 


an 


crazy 

they exclaimed 

at earthly good will shorthand do you?” 
Yes, I was a after a fashion ] 
te when I felt like it I had a certain 

bility for stringing words together. Lots of 


national 


writer 


t} ings had been 


published in 
secretly I had always been 


ry grateful that I had not had to depend 


A CHANGE in my circumstances made it 
1 T 


necessary that I soon begin to receive weekly 


checks, and writing alone just didn’t fill 
It was then that | decided to learn short- 
and use it as a means for cashing in on 
ilar kind of writing ability. I 
1 sold fiction and poetry, but was more in- 
facts. 
My plan was to become connected with some 
which could utilize my talents. | 
look around me and the 
Advertising! Of course. 


goal 


1 terested in writing about 
{ husiness 
answer 

That 


] began to 
opped up 
is to be my 
WHEN I had completed my course I had 
he impulse to rush at once to the nearest ad- 
agency and apply for a job, but I 
had the qualifications for a sec- 
etary and could have learned the 
that way. Many do. I knew, however, that 
in the end I'd get along faster in the creative 
; side of knew more about 
people and what makes them tick. So, work- 
ing on the assumption that the longest way 
| ‘round is the shortest home, I took a 
) position as secretary to a prominent West 

‘oast psychiatrist. 

The year I spent in his office I shall always 
5 regard as one of the most valuable in my life. 


vertising 
. lidn’t. I now 
business 


advertising if I 


way 


- ( 


He spoke much in public and over the 
radio; he was a Stanford professor of Legal 
| Medicine. The use of his books and files, his 


i daily dictation, were never-ending sources of 
information for me. I soaked it up like a 


sponge. He had much published material t 


his credit and possessed an unusually larg« 
vocabulary. The terms I took were both 
medical and legal, and there were often 


words used in reports that never appeared in 
the Manual. It was exceedingly heavy and 
dificult dictation, but it was the best experi 
ence in the world. It was a big step toward 
my goal, and shorthand got that job for me 


D URING the year I spent as the Doctor's 
secretary, I wrote and sold 


cal articles to the 


several psychologi 


inspirational type maga 


zines. I could submit them with confidenc« 
and with a little note to the editor that they 
had been okehed by my chief—though this 
was confidential, of course 


I also started an extension course in adver 
tising at the University of California, but 
before I a third through I was writing 


advertising via the mails for a Chicago drug 


Was 


firm 

At the end of months, I knew the 
job had served its purpose, and, reluctantly, | 
looked around f 


twelve 
greener pastures 


Los ANGELES looked pretty green from 
San Francisco, so I came here. During the 
time I took to look over the advertising pos 
sibilities spread out before me, I read scripts 
in my home for M.G.M. and prepared short 
synopses for the reading of the various pro- 
ducers. Along with this work, I was given 
the assignment of covering various important 
radio broadcasts and writing up reports of 
them for the studio. And here’s where short- 
hand again came to my aid, Other studio 
readers on similar assignments had _ to 
scramble madly to listen and got only a few 
longhand notes. Mostly they had to trust 
to memory. But I was able to take the whole 
program down—word for word—and, at my 
leisure, look it over carefully and extract the 
most valuable material. I gave up this work 
however, as soon as I decided upon the 
agency with which I wished to be connected 


ACTUALLY there was no vacancy on the 
staff, but I pestered the president so stubbornly 
and begged so persuasively for a trial assign- 
ment that he gave me one. When I had studied 
the merchandise and written a sales letter (this 
was a direct mail agency) I came back for 
Che (Continued om page 124) 


another interview 





122 THe Grece Warren, November, 19) 


NEWS w 


typing at 55, a girl receives 
her “soldier boy.” Chen, 
when the speed of 60 words 
is attained, the Marine ban 
ner flic s behind the stu 
dent’s nam And finally 
when graduation require 


ments—65 words—are met 
the student merits | 
Marine.” 
In Sister Therese's class 


nany students decided 1t 





would be tun t add th 
Army and Navy girls trv out some of the machines \ir = Fores ind t 
the Pittsburzh Schools released names so. they brought 
the spect | t t! 71) 
d leve and yon thet 
T mMmauwrter f . U | » &. wings.” Still not content, they wanted to 
ype writers tor nele Sam ; , = 
a their own planes so some soared to the 5 


HEN the call came last year, the Board word speed and won Airplanes. O tuden 
of Education at Pittsburgh turned over dared to match flight with the eagle, highest 
to the WPB twenty per cent of the schools’ 


soaring of all birds, and when her fingers 
supply of typewriters. W. E. Strickler, the flew” at the enviable net speed of 80 wpm, 


1 P oad j ] 1 bey ~Ol > 
Board’s Superintendent of Supplies, 1s shown ver flight was rewarded by a bea itiful Golden 
Eagle after her name on the chart of progress! 


bere with a few of the 350 machines. A WA(¢ 
Such competition is wholesome It results in 


and a WAVE are trying out some of the type 
writers—Lieutenant Regina Hill and Yeoman 
Third Class Mildred L. Chambers (left). To 


Underwood Elliott Fisher went the responsi- —_ 


ain ‘ . : ; ‘43 HONOR RO 2 
bility of conditioning 300 of the machines fort ve - ety 


increased speed and accuracy 

















special war duty = = 
9 
5 " ay of }, 
The Sky’s the Limit Out o._, y | +! 
at Madonna High! “3 4 I *4 ‘ 
OMMERCIAL teachers do well to make _ a ; 3! ; i! +} = 
use of any feasible plan for promoting in 9- . 3! > i! ? 
terest and zest for class work. Here is a ce re) 91 ~ i! ;! — 
vice that has been tried and proven successful A o 3 1! af 4? es 
at Madonna High School in Aurora, Illinois “4 % 4 3 tz ct 
By using her plan, Sister M. Therese writes, a nso 4 hy ety: ty 
every teacher can work her typing students TNE zt) ety sig> 
up to and beyond speed requirements, letting adnn 9 iF) ty}; ° 
them observe their progress in speed and ac ° 4 if ty: i's 
curacy on a chart similar to the patriotic one 9 ° 3? ? sty - | 
pictured. 9 a 4 3! 7! 8 ’ : | 
Attractive seals, representing eight different i o - at ats 3! | 
speeds, point out “Who’s Who” in the typing Ha 3! jte 3! | 
class. In the 40-word column, the Naval in 0 a 7! i! : sf 
signia shows that the student can type for a lo 9 3 ? : fe 
ten-minute period at a net rate of 40 wpm | " 9 ay beets 
As she improves to a 45-word speed level, she = == = = = 
is given her “sailor.” An Army shield is Thirty-nine girls out for top-flight 
awarded for the next specd—50 wpm For records chart their typing speed 
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nWORD 
AND PICTURE 


Interesting Designs Done 
with Pen and Key 


HE pupils of Miss Ruth Frisbie, Commer- 

cial Instructor at the Atwood (Kansas) 
Community High School, were inspired last 
year by the spirit of Christmas to design some 
clever little shorthand pictures 

Elsie Schmidt submitted a very jolly Santa 
Claus, one that we would welcome down our 

imney anytime. Eltora Dunker drew an old- 
ashioned Christmas sleigh, complete with 
sleigh bells, Christmas packages, and two 
happy little bears—boy and girl—on their way 
to deliver their gifts. Edythe Whisler con- 
tributed a very pleasing angel. 

\long about the same time, came some de- 
signs from Sister M. Josepha, of St. Mary’s 
\cademy, Dunkirk, New York. Again Christ- 
nas was the theme, and Blanche Karlus pro- 

ced a gaily colored red and green wreath 

ith holly berries and a big red bow. Next on 

the list was a Santa Claus, with nice full 
ward, by Loretta Erick. Patricia Ivory sent 
Christmas Greetings on a _ poster, where 
Christmas bells rang out merrily over a 
w-covered little town reflected in the light 
a shimmering golden star. Miss Ivory is 
also a typing artist. Her holly wreath typed 
red and green was very neatly and at 


tractively done. 

Viola Beeler, of the Shawneetown Com- 
munity High School, Shawneetown, Illinois, 
is unusually versatile. Mrs. George Dohanich 
sent us examples of her work. One Indian 
vead was done on the typewriter, the outline 
being composed mainly of semicolons. The 
Shawnee Warrior” was designed in short- 
hand, with a wealth of detail excellently done. 
Wish we could have reproduced them for you 


When Lights Went Out 


\VE you ever tried writing in the dark? 

Probably not—especially not shorthand! 
But that is just what Lieutenant Camp found 
himself doing one night last fall He was 
attending a Victory Loan rally, prepared to 
take notes, as he makes a practice of doing 
whenever there is an opportunity. Just as 





Lt. L. T. Camp’s medal ribbon 


marks 18 years of service 


proceedings were about to commence, the 
lights went out and the meeting had to be 
started without light of any kind. After a few 
minutes of total darkness there was a feeble 
gleam from the two exit signs, but it was a 
half hour or so before the other lights came 
on. The Lieutenant “made out pretty well,” 
nevertheless, and had no particular difficulty 
in transcribing the material. He sent us two 
pages of those notes, but, unfortunately the 
ink is not black enough to reproduce 

We have another letter from him, telling of 
his experiences with shorthand and a bit about 
his work in the Canadian Defense Corps. He 
is a Military Staff Clerk at London, Ontario 
We'll pass it along to you next month 


An Idea Worth Borrowing 


T’ originated in the mind of one of Cum 
berland’s prominent lawyers, William A 
Gunter. His son, stationed in Australia, was 
very much interested in getting news from 
home, and Mr. Gunter, believing that other 
boys probably were starved for news, too, 
started the Allegany County Letter League 
Each month he sends a Mimeographed news 
letter by V-Mail to all members of Uncle 
Sam’s fighting forces from Allegany County 
who are overseas The mailing list is now 
more than four hundred (a copy of the letter 
is sent also to the boy's parents or to his 
wife). The postage is paid for by local busi 
ness people. Earl E. Manges, reporter in 
the Fourth Judicial Circuit Court of Mary- 
land, sent us a copy of Letter 5, filled from 
edge to edge with home news You can 
imagine how welcome it was! 
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(Concluded from page 119) president said, “This 
is a very good letter for a beginner, but the 
fact remains—we have no vacancy.” 

And here I played my trump card. I had 
been saving it for just such a moment. “Per- 
haps I forgot to tell you that I can write 
shorthand, I have the pin awarded for 120- 
words-a-minute and I have had a year’s ex 
perience as secretary to Dr. Blank of San 
Francisco.” 

“In that case, we can use you,” he said. 

So here I am, a full-fledged copy write: 
now being groomed for an account executive! 
And if you think shorthand still isn’t my best 
friend you’re wrong. Since I can take the 
place of a secretary, I am often invited to 
important conferences which otherwise | 
would never sit in on at this stage of the 
game. Again, when I am interviewing a 
client on the merchandise or service which he 
wishes to sell, out comes my little notebook 
and the pothooks appear. In this way I get 
information accurately and quickly and can 
return to my office with an exact picture of 
what he wants done—in his own words. The 
mere fact of watching me take down his 
statements in this manner has a psychological 
effect on the client. It gives him confidence 
in me and in my agency. 


SHOULD business slump I know that, other 
things being equal, I will always have the 
preference over other copy writers who do not 
take shorthand. And, as is happening more 
often every week, when the time for me to 
dictate arrives, I can do it in a way which 
will obtain best results from my secretary. 
Unconsciously, anyone who has taken short- 
hand, phrases and pauses in a way which will 
make it easier for the person on the receiving 
end of the dictation. 

My experiences prove that shorthand leads 
to advancement in the more creative forms of 
work as well as those ways we customarily 
think of as “cut and dried.” 

It is a valuable key that will unlock almost 
any door you wish to enter; a vehicle upon 
which you can ride to fame and glory upon 
practically any road you may choose. 


IF a girl came to me seeking advice, with 
certain aptitudes, some training but little ex- 
perience, and asked, “What can I do to force 
that first entering wedge in the door of my 
chosen profession or business?” I'd say, 
‘Learn to write shorthand, young woman!” 
And, nine cases out of ten, I would be right 


+ + ¢ 


>» PROCRASTINATION is the thief of 
time; year after year it steals, till all are 
fled, and to the mercies of a moment leaves 
the vast concerns of an eternal scene.—Y oung 
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Life in the Marines 
By LYDIA HESS, Sgt.. USMCWR 


EING a stenographer in the Marine 
B Corps is quite similar, and yet entirely 

different from, being a stenographer in 
civilian life. 

After graduation from Haverford ( Pennsyl- 
vania) Township High School, in 1940, I 
worked for the U.S. Pipe & Foundry Com- 
pany, and at the Navy Yard in Philadelphia, 
doing general office work. 

In February 1943, the Marine Corps gave 
women the privilege of enlisting in the Corps 
I enlisted on March 8, and was sent in tl 
first class of Marines (along with 700 girls 
from all over the country), on March 24. t 
the U. S. Naval Training School, Bronx, 
N. Y., for my “boot” training, which lasted five 
weeks. The girls are now being trained at 
New River, North Carolina, a Marine base 


IF I were to write page after page, I still 
could not describe the thrilling experience of 
boot training in that first class, It was up at 
5:30 a.m. and to bed at 9:30 p.m., cramming 
in close order drill; classes in Customs and 
Courtesies of the Marine Corps, Administra- 
tion, History, Weapons, Map Reading and 
Aerial Photography, and in Chemical War 
fare; lectures; various types of aptitude tests ; 
interviews; and last but not 
in the arm per week! 
much as possible to give 


least—one shot 
The Marines try as 
us the same training 
that the men get; if you ask me, they come 
pretty close to it. 

After our three othe: 
girls and myself were ordered to Minneapolis 
We arrived on the third of May and were 
assigned to the Officer Procurement Office 
and received the rating of sergeant. I was 
also rated as a stenographer, and while I had 
not used my shorthand for over three years 
it came back to me fairly quickly 


raining was over, 


THOUGH our life was different at boot 
training, it was again totally different here. In 
training we were given $50 a month, slept in 
barracks, ate in the mess hall, and were not 
allowed off the station, Here we receive $78 
sergeants’ pay and approximately $80 for sub 
sistence, as we have to buy our own meals and 
find a place to live. Another sergeant and 
myself share an apartment. It is quite an 
experience keeping it in order, sewing, cook- 
ing, and washing and still doing duty as a 
Marine. (If my mother could see me now!) 
If we are not on special duty—recruiting 
trips, contacting girls, speaking before women’s 
civic, professional, and (Continued om page 142) 
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MORE HOOKS, VOWELS, AND R’s 


You'll find W, Y, long-I, the Diphthongs, Blends, and reverse-R 


w Ve 


easy. Watch your penmanship, 


125 


though, as you take this review 


By JANET KINLEY GREGG 


F course the prime object of all good 
citizens now is to do, or learn to do, 
something that will help win the war. 
his usually means a job of some description, 
though it may not mean a paying job, as there 
re many volunteer workers. But a job of any 
rt usually means working according to the 
standards of someone else. Now one very 
ctory thing about studying is that the 
student is working entirely for himself. He is 
t striving to please an employer, nor is he 
induly distressed by the mistakes of others 
und him, for such mistakes do not interfere 
ith his own progress. This working alto 
ther for oneself makes for good results, as 
is a strong incentive to extra effort. Not 


é 


e time, perhaps, will the student again 
is own boss. We do not know what li 


id, but this hour, right now, today, is ours 


use as we will, 


THE extra effort that makes the differenc: 
between success and mediocrity should not 
need much stimulus this month, for we are at 
that happy point where we are now familiar 
with the idea and the practice of shorthand 
in general, so that the additional outlines and 
principles of writing seem very natural and 
easy as they are presented. The “feel” of 
vriting shorthand is established and there 1s 
msequently more time to devote to perfecting 
yriting style, eliminating time-losing habits 
Shorthand is full of astonishing little sur 
prises. Take, for instance, the wind that goes 
10-00-00"; the wind is merely saying & 
For the sound of w when it is followed by a 
wel is simply 00. So w is expressed by the 
» hook in shorthand. 
Poets frequently take advantage of thx 
ifinity between sound and sense in words by 
words that imitate the sound associated 


sing 

ith them. The name for this is onomatopceia 

and it is nicely illustrated in Masefield’s poem 

The West Wind,” where “the repetition of 

the letter zw and also the breathing sound of 

the letters br give us the very sound of the 
id itself.”"* 


a warm wind, the west wind, full of birds’ 

a hear the west wind but tears are in my 

‘it comes from the west lands, the old brown 
a # ril’s in the west wind, and daffodils 


Speech, Poetry and Trrema”’ by James GSheties 


. 


Dip you ever realize before that when you 

say “whim” you really say hwim? The sound 

of h actually precedes the sound of w. It is 

not always necessary to write the dot for A 

in shorthand, but if it ts written it should 

always be written first, as it is sounded first 
not added afterwards: 


fan FF Ga gh E> A 
whim, wheat, wheel, whale, whisper, whip 


When w occurs in the middle of a word it 
is usually indicated by a dash under the 
vowel it precedes. Notice that the dash may 
I e end of a word in some cases 


be used at tl 
too, as in doorway, giving a delightfully sim 
ple and legible outline 


‘7 _ . f. ‘s 
( ; 


dwell, equip, quit, doorway, Broadway 


When w comes between s and a circle vowel 
however, it is expressed by the hook, as in 


swim, swell, sweet 


A A - A 
A a A ¢ Z i ‘ 


swim, smell, sweet. sweep, swift, sweater-sweeter 
switch 


ry " 
THEN consid it is really the sound a 
woman makes when she sees a mouse—ee 


e-ee! Vet ece-et; yam ee-am 
. y 
4 La 
— c — aT “x 
yet, yam, yacht, year, youth. yard 


’ 


Both of these letters—w and y—with the 
vowels that follow them, are very similar to 
the diphthongs. Certainly they are a “union 
in one syllable of two simple vowel sounds 
uttered in rapid succession.” It is interesting 
to know that in some of the older systems of 
shorthand there were signs for tw and y when 
they seemed to be used as vowels and differ 
ent signs for both letters as consonants ' 
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THE diphthongs themselves are excellent ex 
amples of how naturally and easily new out- 
lines are they are not 


acquired Ot course 


new outlines at all, but combinations of al 
ready familiar outlines. It is important, how 
ever, to write each one as though it were 
one single outline, so that the quick, easy 


motion of the pen may not be hampered in 
Probably the broken circle 


for + needs as much practice as the 


outline 
other 
treedon ot the 


any way 


three together tor great 

is required. The break in 
just as the pen lifts itself from 
the end of a word, or just as the 


pen 
the circle is mad 
the paper at 
pen 1s ready 
to go on if it occurs within a word 


, 
c 
die, glide 
Far from being a painstaking effort, all 
that is necessary Is t it ib ik in the 
circle ul it 1s interesting to see that the 
break does not always come in the same place 
in the circle, nor does it look exactly the same 
at the end of a word as it dues in the middle 
tie, mine, dynamite 
If a vowel follows the diphthong the 
two sounds may be expressed in one outline 


by extending the break to 


a double circle, as 


in /ion. Sometimes, when the additional vowel 


is lightly sounded, as in violence, the i alone 
suffices 
4 —_* 
—_— / > r 
lion BUT violence 
In most cases, however, the vowel follow 
ing t must be indicated to avoid misreading 


as another word 


, 2» 3 
> a F - 
oc Cc c 


At Az C 


signs, science; vie, via; fight, fiat 


" . 

THE GREGG MAGAZINI 
in England, has just 
York office. This month it 


monthly 
New 


poem 


published 
arrived in the 
prints a 


comparing blends in Sir Thomas _ L.ipton’s 
tea and blends in Gregg shorthand lea, of 
course, is much tmproved by the process of 


blending arm 
shorthand ! 


vo, too, are ome outline in 


Make 


length ot 


caretul distinction trom the 
first in the blended stroke 
and different the ld 
blend is from the mt-md blend. A/t-md starts 
up from the line and 


inilar 


notice especially how 


much sooner is a con 
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tinuous upward curve, while the /d blend is 
a horizontal curve with a sharp upswing, or 
flareup, at the end 
o 
t 
“A 4 — 
f ) 
—_ — ic 
4 { { 
mn—men-mem det-ded-ted; at, nd- -mt ad; 
mt, md “mt =” d—ld; j,ent—jent-d, pent-d; 
dv—dev-det-tire tn, dun—ten-den; tm, dm—tem-dem 
Notice. ¢ that there is a slight modif 
cation made in the def-div-tive blend when it 
is 1 wed by , the d mwrnstre ke loses 
its bulge, becomes a little straighter in ordet 
to allow the ’ t he he t t tore 
ng the writ t ik 1 sharp angle 
> _ ' 
( CY . c ( ( s . 
- f 
defray, endeavor, develop, divulge 
ry’ . . . . . 
FHE method of expressing r when it fol- 
lows a circle vowel is one of the most en 
chanting discoveries in t Study f short 
hand, becaus¢ the reversed circles are sucl 
tun to write a are so conspicuously clea 
on paper. The important thing to remember 


is that the r, like Jill, must come after 


r > 
see c 
. 
> ° 7 
me ® o c a AY 
< e 
> > 
Y y } 4 / 
> 7 2 f"> ¢ P 4 
d c = . 
art dirt dare arm earn hard heard, scattered 
start shattered near, factor banner editor 


AT about this time in the course of st 
it is interesting and even profitable to 
a few moments going back to the first lessons 
the first outlines out of 
sentences 


spend 


which the first brief 


were constructed, In case any stu 
dent feels he is not making progress in short 
hand he will not long be disturbed! In most 
if classes began in September, the stu 
dents in the class are now able to write in 
shorthand anything they hear; but having 
glimpsed some of the extra helps—such as the 
reversed circle to express r following the 
vowel—it will be evident that a too hasty 
attack on unfamiliar matter will do no good 


ind may do some harm 


Ca5CS, 


General Eisenhower 
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Comparative Summary of “R’ Forms 
BEGINNING OR ENpb or A Worp 
With STRAIGHT LINES—reverse | With CURVES—retain R 
) , 7 « T 
* ¢ 6 e 
Adding 5 Adding S 

4 z 7 6 ¢ ~ a 





Mipp.e or A Worp--l 


DOWNSTROKES + OTHERS 


DOWNSTROKES ; T, D, N, M 
—retain R 


reverse 


Mipp.e or A Worp— Il 


HORIZONTALS + OTHERS 


reverse retain R 


HORIZONTALS + T, D, 
| 
| 


Ser At BEGINNING 


SER + CURVES—omit R 


(normal SE) 


SER + STRAIGHT LINES 


—reverse SE 
¢ C € é____ ) ‘ we G a 
y ° ; 
- . ? 7 ‘is : 4 


WN 





Atso COMPARE 


SER sk 
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or General Clark do not rush into battle until Mippte or a Worp—! 
they are sure they are prepared. , 
Thi . y es * ‘ictati + DOWNSTROKES + T, D, N, M—reverse 
Ss ( yo e J ~ : 
us is not to suggest that dictation will or met fame feen. fertile. chat. femrece, bare 
should be a battle! A race, yes. And the charm, pardon, churned 
Americans, British, an ssians are indeec eee 
as serg abn Pes : Russia Who deed DOWNSTROKES + OTHERS—retain R 
in a race Chasing the ermans. 10 KNOWS barge, fears, shark, barley, parson, Shirley. verb 
but what, when the race is won, we may all 
have turkey next year for Thanksgiving! But Mmpte or a Worp—lIl 
turkey or no turkey this year we have much HORIZONTALS + T, D—reverse 
to be thankful for, so a happy holiday to all euard, smart, alert, Gerard, inert, curt, garden 
Greggites ! HORIZONTALS OTHERS——retain R 
garb, marsh, marble, lark, mirth, carbon. curve 
Key to the Comparative Summary ~— 
ee. ” . 
of R Forms SER Straight Lines—reverse SE 
. assert, asserted oncerTn, sermon Serge-surge Sar 
BEGINNING oR ENp or a Worp dine, search, desert, insert 
With STRAIGHT LINES—reverse — + ra © 
nor i 
heart, earn, urge, arm, heard, tear, near, jeer, crags . 
mer, tire serve, surpass, surface surprise circle certain 
F Adding S swerve, surplus, deserve 
tears, mars, jars, cheers, tires 
Atso COMPARE 
With CURVES—retain R SER 
sort. hurl, Harvey, arc, hears, leer, gear, peer-pier desertion, insertion ert, exert, concern 
tar 
Adding S SE 
leers, gears, peers-piers, feers tecision, incision onceit, exit, consignee 


Some New Gregg 


66 P 


ictog ‘aphs” 


Done by Joseph Rigolioso in the manner of Walter Freed 








V HERES THE TOP OF 
A WEAD MADE BY A 
M STROKE ANO WAH 


N.4AVO © STROKES 














WE NOW ALD TWO Ps 
fOR THE LEFT SIOE 
AND TWO FS 408 THE 
R/GAT SIDE OF H/S 
FACE 














\ 7wo Rs FORM THE 
CHIN ANOS MOVTH 














THE RIGHT § FORA 
NOSE. TWO OF THE 
BRIE- FOr1-A- AN 
MAKE THE AVES. OVER 
AND wvNnoer TH FORM 
THE EVE BOWS 

















f 7% STHROXES a 
i Weck ADO 
Two A's AND AN 
E WHICH FORMS A / 
NECKTIE 





WwHicH MAKES 
DAGWOOoD 
BUMSTEAD 
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THE HIGHWAY — 


ART AND CREDENTIALS 


FOR SUCCESS! 





Tread the highway to skillful production, avoiding byways of di- 
versions that postpone the success stenographic efficiency brings 


By FLORENCE ELAINE ULRICH 


HAVE the reputation around this cffice 
for liking contests. It’s a habit, and 1 
have only to seek a conference to have the 
look at me and guardedly ask, “What, 
another contest?” I think it is the excite- 
ment that prevails during contest time that I 
njoy so much—there is positively an air of 
festivity in the Grecc Writer offices when 
ontest clubs pour in! The eager enthusiasm 
of the contestants acts as a dynamo to keep 
is “up on our toes” in expectation! 

If you do not think we work, you should 
step into the office and see the examiners sit- 
ting around conference tables with hair 
brushed back from moist foreheads, earnestly 
poring over papers, typists compressing their 
typing as if their very meat ration 
depended upon finishing the assignments; 
Nicky, our mailing clerk, darting here and 
there, grabbing up letters and packages to be 
mailed so as to get them off in the next post! 
We, in spirit and interest, follow every one of 
those awards into the classroom, and are just 
as proud as the students themselves of the 
part we play in making you all so happy! 


boss” 


iT na 
Ss 1 
ih} aliG 


LAST year we had the thrilling experience of 
receiving hundreds of entries from boys in the 
Armed Forces, many of them overseas and on 
the fighting fronts. Those boys did an excel- 
lent job, God bless em, even as they are do- 
ing in all war zones to bring this terrible war 
to a successful conclusion quickly. 

Shorthand and typewriting are playing such 
a vital part in the program of production, on 
the battle fronts, and in offices everywhere, 
that it behooves every student to make him- 
self as efficient as he can while he has the 
study and practice under the 
guidance of a teacher. Stenographers do not 
have teachers to help them, but some are 
fortunate in having excellent supervisors who 
can assist them in becoming more efficient and 
productive. Good dividends in advancement 
and in permanency of position come to the 
stenographer wise enough to improve his skill. 


oppor tunity to 


NEXT month we shall announce the great 
International O. G. A. Contest for the 3lst 
consecutive time! Hundreds of thousands of 
stenographers and students have participated 
in this annual event, and many young men and 
women are proud of and grateful for the 


honors they have won. The opportunity is open 
to you this year, so look for the announcement 
of the O. G. A. Contest in our December issue 

Right now, we reiterate that you should 
take the O. G. A., O. A. T. and C. T. tests 
for awards, They are available to stenographers 
as well as students. If you do not read your 
shorthand as rapidly when it is “cold” as 
when you have first written the notes, it is 
because you do not write a legible style. Im 
prove that style by practicing the O. G. A 
Membership Test, and, after you have made 
the best copy you can write, submit it to this 
Department to see whether or not it qualifies 
for the O. G. A. Membership Certificate. If 
it does, you know that your shorthand is not 
too bad. If it does not qualify, we will tell 
you why and give you some “pointers” for 
further practice. Scores of thousands of 
stenographers have improved their incomes 
merely by improving their shorthand style! 
You will, too, if inability to transcribe accu- 
rately and rapidly has been interfering with 
your getting out the day’s dictation. Nearly 
50,000 students qualified for the O. G. A. 
Certificate last year, bringing our total of 
members in the Order of Gregg Artists up to 
almost a million. 


IF you are a student in school and you are 
experiencing difficulty in getting down all of 
the dictation, look to the fluency of your short- 
hand penmanship style! If you are too slow 
in reading back, see if your notes are legible. 
Compare your style with the notes in the 
plates in this magazine. Remember these points 
when writing shorthand: 


1. Maintain proportion in lengths of strokes and 
sizes of circles 

2. Glide smoothly, swiftly, confidently, with 
minimum waste motion, from one outline to 
the other. 

3. Make curves and blends correct in formation 
so that they may be joined easily to other 
characters. 

4. Observe correct size, slant, and spacing—con- 
serve space and endurance by writing notes 
compactly, of uniform slant, and with only 
sufhcient space between characters for prac- 
tical writing and reading. 

5. Study the form you are trying to make, and 
reproduce it exactly if you can. 


DO you need typewriting speed practice? 
Turn to the C. T. Test and practice every 
word, phrase, and sentence in it this month 





13U Tue Grece Writer, November, 1943 i 





until you have dehmitely imcreased your rate 


ot speed. If you are making errors, practice 


the combination of letters in which those er Junior Q. . A. Test 

rors occur, with a view to correcting the . 

fingering. As soon as you are writing at a A Message for Dad 

speed for which you would like an award, tak« 

a timed ten-minute test, have it certified to by ys 


ao 
the timer or your teacher, count the errors P , a 
a » 4 


and the number of words written, in accord- 

ance with the instructions given with the test, “ ——— a ’ “ 

and—if you have not made more than five 

errors in the ten minutes’ writing—submit ~~ La & *" @* oe : 

your paper for the Competent Typist Cer Cc 

tificate 9 
The ( r. Progress Certificate, showing 

the exact speed attained, is issued on tests at 

30 and 40 words; C. T. Certificates are is ¢ 

sued on tests showing a net speed of 50 words 

or over If you merit a 50-word certificate ) 

you are entitled to wear the gold C. T. pin — a fa oS ox ¥ 

Our supply of pins is limited, but while they 

last they will be sold to those wishing to be / ) A Z 

identified as efficient typists. If you are writ CL, 

ing 80 words a minute, take the C. T. Test fo ov . 

a certificate at that speed If you qualify 5 e , — ‘Ze 

you are eligible to wear the 80-word pin. The — 

C. T. certificates, testifying to your typing 4 

speed, are valuable as testimonials of pro pet OCH . a is 

ficiency when seeking employment —~ 


ALL of these shorthand and typing awards 
mounted in the Achievement Record Album, 

. ‘ ae — B i 
which is supplied without charge to sub- y —-~. ~*~ = re 
scribers, make an enviable record of accom 
plishment of which any student may be proud 2 
Tr 1 “7 ) G 
This Album will be among your most cher- xy _ . X- 
ished possessions in the years to come—and 
may be your entrée into a successful business Fa -_—y « 
career. 


IF you have been looking at the list of Hon 
orable Mention winners each month, now ts 
the time to try to win a place among them. ? Pe 

Many prize winners write us that they re- ? sla tiie? sna 
ceived congratulatory messages from readers 
in many states and from some foreign coun fa ’ Bo. oO am” @ * 
tries—from fellow shorthand writers and 

typists also travelling the highway to steno- . 

graphic efficiency and success. Tread the high- @ C D> — gf 
way to skillful production and win early suc- 


. - . “ A 
cess; avoid the byways of diversions that > 
ss ¢ ’ & o a dl 4 — Ly tJ 
postpone the real joy of a successful and re- YY | S 
munerative career ! 
; - 
Cheerio! A 


Every Mail Brings Like Word @ L 0 0  —D 


E are using your Credentials Program - A PA, Oo 
and heartily endorse it! It is certainly on 4 - Z 
effective in stimulating interest, and results Y (14) 


in much better work.—Eulalia Goggin, Tech- 
nical High School, Oakland, California ——_—_— —_—_— —— —_—_—_— 
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The Value of the O. G. A. to the 
Shorthand Reporter 


By JACK ROMAGNA 


President Roosevelt’s Shorthand Reporter 


FWVHE aim of every shorthand reporter is 
to write accurate outlines at any speed, 
ssible, perfect outlines 


[hat is our 


if 4 

irt m1 spec practice, the OG \ is 
most direct way to achieve that goal. If 
will take the O.G.A. Test in the GREGG 
VriTer each month, and three or tour times 
i day practice writing it as perfectly and as 
luently as we can—all advantage is lost if it 
s drawn—then at the end of each month com- 
pare the first copy with the last, we will be 
surprised (in spite of our ability, perhaps, to 
ite 150 words a minute) how much mors 
ent the las yyy will be, how much better 
proportion, w much we will have 
earned about the joining of one character to 
another, of joining vowels to straight or 
ved lines, or of how t'ose little words we 


ive been writing for so many years and never 
h thought to were actually put to 


. 
ight 


ve muc 


most important, this practice will re- 
flect itself in our notes at the higher speeds, 
our writing style bolder and more 
proportioned; in our 


little words 


1 rendering 
fl more accurately 
nore careful in writing the 
so much in making sentences com- 


rent 


it mean 
lete and coherent in thought 
can take our system apart and 
he true form the symbols take and 
are put together, or how their form 
vill change a little put together with 
is or that particular symbol 
Penmanship—the development of our writ 
g style—that is our technique, the founda- 
tion stone of our skill in writing shorthand. 
Penmanship to us is like form to the 
r the control and dexterity of fingers 
the pianist; the perfect timing of the man 
the trapeze, or the strategy and good judg- 
player, without 


Here we 
analyze 

ww they 
when 


fancy 


liver, oO! 


eye of the tennis 


skill 


ment of 


which there is no 


Now, there are some writers who have no 
onception of how shorthand characters should 
’ written. They start off with the thought 
that no two persons write identical longhand, 
and carry that thinking over into their short- 
They do not look carefully at perfect 
plates with the realization that 
notes we should all try to 


} 


hand. 
shorthand 
there lie the 
emulate 


Actually, they are right, in a way—no one 


writes shorthand like another; and that is 
good, for we don’t want to be anything but 
individual in our shorthand writing. But there 
is no reason why we should not strive to 
write shorthand as perfectly as we can, with 


our personal touch upon it, based on the ideal 
set by these shorthand plates. That should be 
writers—the 
come to it 
at the 


shorthand goal we 


strive to reach rhe 


our aim as 
nearer we 
notes will be 


the more accurate oul! 


higher speeds, and the greater our personal 
satisfaction 
If we cannot write an outline properly 


slowly, how can we do so at speed, when 


distortion is thx 
O.G.A. is a 


tendency? Practicing the 
check on this tendency of the 
hand to get out of control, for by writing 
this test daily it will back to the 


ideal, and prevent our notes going to pieces 


BUT we 


bring us 


know what the ideal is be 
fore we can write ideally. So write the O.G.A 
test with the plate. Study 
the two make com 
1 find poor, remedy 


must 
and compare it 


very caretully, and your 


parisons—and what yor 

In other 
saying to ourselves, 
but as perfectly as possible, and I am trying 
to write it fluently, being careful that pro 
portion is as accurate as I can make it. This 
is what | want to do at the higher speeds.” 
And, soon, that is just what you will be doing 
at the higher 

This is not to 
tance of the O.G.A 
simply the basis for the development of short- 
hand style. When 
“let ourselves go” 
trusting that the 
“work” in. And 
dustry we have put into our practice will come 


words, in out will be 


“I am writing this slowly 


practice, we 


speeds 
overemphasize the impor 


in building speed. It is 


writing at speed we should 
not hold ourselves back 
O.G.A. will be getting its 

whatever the degree of in 


back to us in full measure of reward—beauti 
ful, fluent outlines, accurate and easy to read 
Isn’t that what we all want? 
oO * s 


> MANY early attempts at the invention of a 
writing machine were inspired by a desire to 
help the blind. In turn, the sightless operators 
discovered the touch system. The blind were 
rewarded in 1934 with a typewriter for typing 
Braille —Joseph A. Moore 





132 fue Grece Warrer, November, 1947+ ( 


November Transcription Practice 


(382 Standard Words) 
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November Test Material 


[All clubs of test papers should be accompanied by a typewritten list of names to expedite check- 


ing and insure accuracy in making out certificates. 
0. A. 


November copy is cood as membership tests for 


T., C. T., and O. G. A. antil December 25, 1943.) 


> Senior O. A. T. Test @ 


INSTRUCTIONS: Type this price list on one sheet, using the Tabulator device. 


Type on another sheet 


oreferably on a letterhead, the covering letter below, supplying date and indicating enclosure and identification 
initials. 


PLASTIC SPIRAL NOTEBOOKS 
College Line-——Wholesale 








Style No. Size Open Ruling Covers Price M 
680-CB 5x8 Side Faint 9 pt. P.B. $85 .00 
680-CBE . " = 33 pt. Bd. " 
680-CED “ End . 9 pt. P.B. - 
680-CBE " " 7 33 pt. Bd. ms 
772-CA 6x9 Side Faint 9 wt. P.B. 96.00 
772-CE = End ” . x 
860-—CM 7x84 Side F & M 9 pt. P.B. 96 .00 
860-CB - = a 33 pt. Bd. . 
860-CBQ = " Quad. ws 7 
940-CFM 8x10 Side F & M 9 pt. P.B. 90.00 
940-CB = s " 33 pt. Bd. . 
940-CBP . 2 Plain . ™ 
940-CBQ ss as Quad. ™ " 
960-—CMN ” » F & M 9 pt. P.B. 115.00 
960-—CBM ” - as 33 pt. Bd. . 
960-—CBL ’ Plain = 
960-CBQ . ™ Quad. . ws 
996-—CM - F & M 9 pt. P.B. 180.00 
980-CBXF ” . “4 65 pt. Bd. " 
980-—CBSP . . Plain = - 
980-—CBXQ ’ ss Quad. . ss 


THE NOTEBOOK COMPANY 


Detroit, 


Mr. George E. Gardner, 96 South Norwalk 
Avenue, Los Angeles, California. Dear Mr. 
Gardner: All items on the enclosed list are 
made with our standard 20? filler paper 
carrying our watermark. The standard 
horizontal ruling is 20 point spacing, while 
the wide ruling is 28 point. Regular qua- 
drille is 5 to the inch. Special punching for 


Michigan 


ring binders will be charged at $8.00 per 
thousand books. Prices quoted are f.o.b. 
cars, Detroit, Michigan, unless otherwise 
specified or specially quoted, and are sub- 
ject to change without notice. Cordially 
yours, Helen Brown, Manager, THE 
NOTEBOOK COMPANY. 


[See page 136 for Junior O.A.T. Test coty 
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November Competent Typist Test 


Use double spacing in typing this ten-minute test 


(To find the gross number of words you write, divide gross mumber of strokes by 5; then deduct ten words for 
each error to get net words written. Divide this by 10 to determine the net words per minute. The number of 


strokes is indicated at the end of cach line in order to facilitate counting the gross number of strokes written 


Strokes 

One day back there in the good old days when I was nine 56 
and life was still a delightful and mysterious dream, my 113 
cousin, who was considered crazy by everybody who knew 168 
him except me, came to my house at four in the morning 223 
and woke me up by tapping on the window of my room. I 278 
jumped out of bed and looked out of the window. 327 
It wasn’t morning yet, but with daybreak not many 77 
minutes around the corner it was light enough for me to 433 
know I was not dreaming. My cousin was sitting on a 486 
beautiful white horse. I stuck my head out of the window 544 
and rubbed my eyes. Yes, he said to me in Armenian, it is 603 
a horse. Make it quick if you want to ride. 649 
I knew my cousin enjoyed being alive more than any- 699 
body else who had ever fallen into the world by mistake, 756 
but this was more than even I could believe. In the first 815 
place, my earliest memories had been memories of horses 871 
and my first longings had been longings to ride. 921 
We were poor. Our whole tribe was poverty-stricken. 975 
Every branch of the family was living in the most amazing _1033 
and comical poverty in the world. Nobody could under- 1086 
stand where we ever got money enough to keep us with __ 1139 
food, not even the old men of the family. Most important _ 1197 
of all, though, we were famous for our honesty. We had 1253 
been famous for our honesty for something like eleven cen- _1310 
turies, even when we had been the wealthiest family in what 1370 
we like to think was the world. We were proud first, honest 1431 
next, and after that we believed in right and wrong. None = 14% 
of us would take advantage of anybody in the world, let 1546 
alone steal. 1560 
Consequently, even though I could see the horse, I 1611 


couldn’t believe the horse had anything todo with my cousin __ 1672 


THe Gaece Warren, November, 


194. 


I 


194. 
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or with me, or with any of the other members of our family, 
asleep or awake, because I knew my cousin could not have 
bought the horse, and if he could not have bought it he 
must have stolen it, and I refused to believe he had stolen 
it. No member of the family could be a thief. 

I stared first at my cousin and then at the horse. There 
was a pious stillness and humor in each of them which on 
the one hand delighted me and on the other frightened me. 
Well, it seemed to me stealing a horse for a ride was not 
the same thing as stealing something else, such as money. 
If you were crazy about horses the way my cousin and I 
were, it was not stealing. It would not become stealing 
until we offered to sell the horse, which of course I knew 
we would never do. 

I jumped down to the yard from the window and leaped 
up onto the horse behind my cousin. That year we lived at 
the edge of town, and behind our house was the country. In 
less than three minutes we were on the highway, and then 
the horse began to trot. The air was new and lovely to 
breathe. The feel of the horse running was wonderful, and 
my cousin began to sing. We rode and my cousin sang. For 
all anybody knew we were still in the old country where, at 
least according to some of our neighbors, we belonged. 

We let the horse run as long as it felt like running. At 
last my cousin made me get down so that he could ride 
alone. All right, I said, you have got to let me try to ride 
alone. I got down and my cousin kicked his heels into the 
horse and shouted. The horse stood on its hind legs, snorted, 
and burst into a fury of speed that was the loveliest thing 
I have ever seen. My cousin raced the horse across a field 
of dry grass to an irrigation ditch, crossed the ditch on the 
horse, and five minutes later returned, dripping wet. I 
leaped to the back of the horse and for a moment knew the 
awfulest fear imaginable. The horse did not move.—Adapt- 
ed from ‘‘My Name Is Aram,’”’ by William Saroyan 
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Strokes 
1732 
1789 
1845 
1905 
1953 


2011 


3128 
3187 
3250 
3310 
3370 
3432 


3547 
3597 








1 te 


1. T. Test © 


INSTRUCTIONS Type the following copy attrac- 
with even margins Center the 
in eapital letters. Put artistic 


- Junior O. 


tively, single-spaced 
heading and type it 


border around the copy 


THE LIBERAL TRADITION. What 
do I mean by a liberal tradition? Let me 
tell you this way: 

There are those whose hearts may be a 
little too warm, whose hands may be a little 
bit too ready to strike, whose minds may be 
a little bit too active and alert in their reach 
for something that may be done, whose 
hearts, perhaps may be a little too sensitive 
to the sting of wrong, perhaps too easily 
heavied with the sight of suffering. 

These people have been crusaders. It is 
they who have made better the lot of man. 
They have lightened the burden of toil upon 
the back of labor. They have lifted up the 
enslaved of every race. They have re- 
moved the heavy, galling yoke of oppres- 
sion from the neck of every creed. They 
have torn asunder the shackles of prejudice 
and smitten down the swords of bigotry 
wherever they were. They have held aloft 
the light for man’s footsteps through the 
labyrinthine passages and course of human 
progress, always laboring—though not al- 
ways well—for a better day tomorrow than 
today is or yesterday was; refusing to ad- 
mit defeat, never stopping, never turning 
their backs upon a single objective. 

People who have felt that way, people 
who have acted that way, are a part of the 
great tradition of liberalism from genera- 
tions back into the oblivion of antiquity 
down to the end of generations to come 


I know of no more noble thing that a 
public man may do than worthily to asso- 
ciate his name with the traditions of that 
attitude. I would rather lay down the hon- 
ors and emoluments of this office and re- 
treat to the humble farm home in which I 
was born than to surrender the conscious- 
ness of belonging to that fraternity 


Instructions for Preparing Tests 


1) Use clean type. (2) Do not erase. or strike 
ver letters ty ¢graphica errors are not permitted 
3) Indent paragraphs either five or ten spaces, but 
keep them uniform throughout the test \ lesser 
number than five spaces or a greater number than 
five, unless it be ten. should net be used 4) Deuble 


space always between Pgratraphs, whether it be on 


single-spaced matter or double-spaced. but do not use 
mere than two spaces S» Tvwpe a proper heading or 
caption on tabulated work in the Senior test The 
wording must be eiear inderstandable, but brief 
Tests should b roperly punetuated 

Far Senior 41 7 Test cnoy coe page 177 


THe Greco Writer, November, 1943 





QO. G. A. Membership Test 
Speed Up! 
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The GREGG WRITER ROLL of 
HONORABLE MENTION WINNERS 


In addition to receiving the award, Honorable Mention is given in 
se columns to the students submitting the best tests in each 
group during the previous month. This is a noteworthy honor for 
g ; 


which every student should strive. 


pasnitics F 





SHORTHAND 


O.G.A. Tests 


Junior O.G.A. TrEst 
Ruth Lee, Technical High 
School, Oakland, Califor- 
nia 


Doris Parker, Private Sec- 
retarial School, Abingdon, 
Virginia 


Alice Schuttler, Grand 
Junction High School, 
Grand Junction, lows 


Harriet Danielson, James 
town Business Institute, 
Jamestown, New York 


MEMBERSHIP 
Test 


O.G.A 


Vinona Ormand, lowa City 
Commercial College, lowa 
Clty, lows 


Ann Marie Noga, Johnstowr 
High School, Johnstown 
Pennsylvania 


Junior Shorthand 
Speed Tests 


60-worp Srexrp 


Beverly Erickson, Glendale 
Junior Cellege, Glendale, 
California 


Teri Lucey, Maine Town- 
ship High School, Park 
Ridge, [linois 


Barbara Boyle 
ness Institute, 
Michigan 


The Busi 
Pontiac 


Dorothy Mathews, Cathedral 
High School, Sioux City, 
lowa 


Dunsmore 
Staun- 


Mary Clements 
Business College 
ton, Virginia 


80-worp SPEED 


I w Brewster, Pacif 
Fleet Schools, San Frar 
cisco, Californis 

Amparo Fry, Colegio Sar 
Antonio, Lima, Peru 
S. A. 

Stella Gikas, Lansing Sec 
retarial School, Lansing 
Michigan 

Shirley Prichard, Dunsmore 
Business College, Staun 
ton, Virginia 

Catherine Cooper, Elon Col 

lege. Elon College, North 

Carolina 


Complete Theory 


Elvera Wendell, Coal City 
High School, Coal City, 
Illinois 

Leticia Medina, Colegio de 
Ma Immaculada Pan 
ama, P. 


Senior Shorthand 
Speed Tests 


100-worp SPErED 


Pauline B Deux Valley 
Business College North 
Hollywood, California 


Wyonna O’Brien, Woodbury 
College, Les Angeles, 
California 

Lois Wainwright, John Hay 
High Sehool Cleveland, 
Ohie 


Beverly Smith, Homer High 
School. Homer, Illinots 

Georgia Moore, The Busi 
ness Institute, Seginaw 
Miehigan 


120-worp SrErep 


Gertrude Murphy Lowell 
Commercial College, Low 
ell. Massachusetts 









TYPEWRITING 


O.A.T. Tests 


Jumion O.A.T. Test 
Mary Janet Snedecor, Chi 
nook High Sehool, 
Chinook, Montana 
Helen Carberry, @t. Philo 
mena Commercial High 
Sehool, Chicago, Mlinois 
Dorothy Mann, Barnes 
School of Commerce 
Denver, Colorado 
Helen C. Bender, Lebanor 
Catholic High Rehoo!l 
Lebanon, Pennsylvania 
orraine Waechter, Colstri; 


High School Ooistrir 
Montana 
C. T. Progress Tests 


30-worap C. T 


Anne Nida, Lowell Com 
mereial College, Lowell 
Massachusetts 


Joan Frances Houser, Leba 
non Catholic High School 
Lebanon, Pennsylvania 

David Denault Hartford 
Public High School 
Hartford, Connecticut 

Claire Wyman Secretaria 
Training School, San 
Jose, California 

Rachel Gelinas, St. Joseph's 
High School Biddeford 
Maine 


40-worep C. T 


Edna Wong. W R Far 
rington High School 
Honolulu, Hawait 


Geraldine Suchan. Howe 


High Sehool, Howells 
Nebraska 
‘ora Kilpatrick, Secretar! 


Training School, San 
Jose, California 

Betty Jane Brow Rich 
ford High School Rict 
ford, Vermont 

Natalie Pino 
High School 
Connecticut 


Hartford 
Hartford 


Senior O.A.T. Tests 


Esther Nelson, Towa City 
Commercial College, lews 
City, lowa 

Wanda Jean Colvin, Barnes 
School of Commerce 
Denver, Oolorado 


Competent Typist 


Speed Tests 


50-worap Spreep 


Dina Burgin, Memoria 
High School, Ely. 
Minnesote 

Wanda Sanko Hartfor 
High School, Hartford 
Connecticut 

Mary McNeilly Barnes 
School of Commerce, 
Denver, Colorado 
lule Kopp Khodes Higt 
School, Cleveland, Ohie 

M Owet Gates 
College mt 

Maine 


I lan 
Business 
Augusta 


60-WORD SPEED 


Ka nd A. N. G oo, W 
R. Farrington High 
School, H yulu, Hawal 
65 words, no errors 


70-worp Sreep 


Betty ( riney, Fullertor 
J r College, Fullerto: 
California (77 words 2 
errors 


80 worn Srasp 


ara Wiley Beeretaria 
Training School, San Jose 
California (80 words 


error 
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ST. LOUIS ENTERTAINS N.S.R.A. 


Not from personal participation, this time, but from enthusias- 


tic reports of those who were there you are given this account 
By CHARLES LEE SWEM 
Official Reporter, New York Supreme Court ' 


NHE National Shorthand . t ! is made uy 
rte! \ssociation . 


Xep : . 
this vear held its 44th t 7 > 
innual wention at the Ho , 
tel Statler, St. Louis, Mis- : gua 
sourl On \ugust 16th, ~ : 
President Leslie C. Turpin, , , , 
Omaha, Nebraska, opened ( e eve 
e business proceedings of Pe ; _ 
the convention with a note- . 2 1 . 
wrthy address, detailing a ! ‘ 
year of progress in Associa- to estal 
n affairs and finances, : 
ven amid wat conditions ; l tsid« 
ind on August 19th turned 1 


1e gavel over to the newly 
elected President, Berry H 


AN outstanding treat of this 





Horne, of New York convention was the s la 

This particular convention ' enlightening, and attention 
will be remembered for the Berry H. Horne ding address ot Mr. Jacol 
admirable spirit of harmony President Elect, 1943 ishly, a former president ot 
which prevailed for the the American Bar Associa 
unfailing hospitality of St. Louis and 1 t Mr. Lashly’s extemporar is treatise o1 
Arrangements Committee, under the chai the American concept of freedom, its privileges 
manship of George P. Bulkley, and for th and its obligations, will be read and re-read 
innovation of the General Clinic under the with admiration not only by those who heard 
leadershiy W. M. Keller, of Salt Lak him speak but by those to whom the conven 
City, Utah—a clinic which brought forth tion proceedings will eventually com 


a program of excellent papers and of lively 


‘ . ry’ . . ‘ ‘ ‘ 
informative debate. Not to overlook the Tu! Membership Committee, under the lead 





shorthand clinics themselves, which, as ership of Vice-President Horne, reported the 
isual. were the real mecca of all true results of a unique and successtul membershy 
j | +f } - saorht liorino ti ¢ JIR 
levotees % the winged art campaign, whi ) ight during the year <e 
new members into the Association, raising the 
- 
GIVING voice to the patriotic objective of | roster of membership to the highest point it 
the membership, as citizens and as members has reached in more than sixteen years 
fa re sponsible profession, President Turpin \mong those spons ng t largest number 
said 1 new members wert Louis Goldstein, S 
The objective Hitler and his cohorts is. of retary, with 21 new memberships to his 
¢ lestruction of our plan of government credit; Dr. John Robert Gregg, with 16; and 
ny} . f societ Our aac ion nd . . . . 
phi ‘ ociety ir Association a President Turpin 13 wit the rise { t 
li members are luty bound to make . ‘ , : 
every effort during these troubled times not only t year for individual “selling 4} membershi 
ng about the defeat of these ambitious, would-be going to Joseph A. Miller. of Philadelphia 
wor conquerors, but also to assure the return t 
vuurselves and all the people of our nation, after we a . » 
— CHE report of the Committee on Profes 
have achieved the victory over our enemies, of the 


. , , . j 
liberties, rights, and privileges which have been and sional Education, by Chairman Joseph E 


which may be still further surrendered during the Neitlich of New York, gave credit and praise 


ourse of the conflic oot | | : 
wee of the conflict ,., to his eight fellow members for the pains 
Mar of our younger members have been called . a ; : 

nto the armed services, leaving those of us who by taking and effective work t this committee 
eason of age or infirmity are not permitted to en As Mr. Neitlich pointed ut, little need be 

gage in active military service, to protect the home said by way of a yearly report on behalf of 


ront and to preserve tor them the rights and advar ' f : fort | its labor 
tages they enjoyed betore entering the Service this committee, fo iS CHO ° atm, Ete aDol 


We must, therefore n addition to the many ex are presented regularly t e membership in 
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Krom a Reporter's Notebook 


Notes by Irving Wohl, Municipal Court Reporter, New York City 
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the form of its monthly articles on law, Eng 
lish, and medical terminology in the National 
Shorthand Reporter. What this committee 
is doing can be seen each month by the mem- 
bership, to approve or disapprove. 


PRESIDENT TURPIN in reporting upon 
the work of the committee said: 

‘During the past year I have heard many 
favorable comments concerning the work of 
this committee and only one unfavorable 
riticism. It speaks well for the committee 
that after three years of continuous work 
many reporters still regard its articles as the 
nost worthy feature of the magazine.” 

It is contemplated, at the conclusion of the 
series of articles now being prepared and 
presented monthly, that the committee’s work 
be preserved in permanent form by way of 
bound volumes of the English, law, and medi- 
cal articles, not only for the benefit of the ex- 
perienced reporter but for the instruction and 
guidance of reporting recruits coming into the 
profession, 


PAPERS prepared for the General Clinic 
that contributed to the outstanding success of 
this clinic were: 

“Editing,” by Carl V. Riley, president of the 
Iowa Shorthand Reporters Association, 
Dubuque, Iowa; “Deportment,” by W. M. 
Keller, Salt Lake City, Utah; “Handling Daily 
Copy,” by M. A. Barr, of Los Angeles, Cali- 
fornia; “The Small Town Reporter’s Job,” 
by Fred C. Lebhart, Laramie, Wyoming; and 
“Keeping Physically Fit and Mentally Alert,” 
by Lura N. Middaugh, of Kansas City. 


Said Miss Middaugh, as a fitting conclu- 
sion to a subject rarely touched upon in re- 
porters’ discussions, the physical and mental 
health of the reporter: 


Our profession is unique in that it demands con- 
tinuing high gear of mind and muscle. A doctor, a 
lawyer, may reach his peak of efficiency. and grow 
more deliberate in thought and action without mate- 
rial loss of public confidence But, brothers and 
sisters, our professional life is all peak, down to the 
very last syllable we write. And just as speed and 
accuracy are inseparable terms with us, so a razor- 
edge perception and unfaltering execution are our 
Siamese twins—the loss of one is the death of the 
other. 


Moreover, our working hours are spent in an 
atmosphere of contention—call it friendly and im- 
personal contention, if you wish, it is still contention 
—and our mental attitudes are inevitably affected 
thereby. The reporter who early schools himself to 
practice the primary rules of physica) health and 
mental poise, does well; in these days of unprece- 
dented stress and cyclonic change, he will do still 
better if he can train his soul to maintain a faith in 
the ultimate purposes of an Almighty God, to culti- 
vate a charity toward all blindly struggling humanity, 
and to preserve a serene and generous fellowship with 
those whose responsibilities and problems and bur- 
dens are the same as his own. 
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New ofhcers tor the year 1943-44 


President, Berry H. Horne, New York; 

Vice-President, James R. Royce, Seattle, 
Washington; 

Secretary, Louis Goldstein, New York; 

Treasurer, Dana C. Brown, Kansas; 

Librarian-Historian, Willard B. Bottome, 
New York. 

Members of the Board of Directors: Charles 
J. Drescher, New Jersey; Joseph Van 
Gelder, New York; Miss Harriet Heine 
mann, Illinois; George P. Bulkley, Mis 
souri; Ross Reynolds, California 

Editor of the National Shorthand Reporter 
Louis Goldstein, New York 


Transcript of Notes by Irving 
Wohl on page 139 


Q. Do you feel yourself competent, Doctor, to express 
an opinion about the concussion of the brain? 

MR. REES: I object to the question. 

THE COURT: Let us see what the answer will be 
Grst. 

MR. REES: Since he has testified he is not ar 
M.D. and only a dentist. I object to the question a 
incompetent. 

THE COURT: Maybe he will answer “No.” 

A. Well, I was present during the consultation with the 
neurologist at the time that Doctor Hlias with Doctor— 


THE COURT: He is asking a question Are you, 
not being a doctor and physician, are you competent & 
testify or to express an opinion— 

MR. CASS: Concerning the concussion of the brain 

THB COURT: As tw what? 

MR. CASS: Cencerning the concussion of the brain 

THE WITNESS: I em competent, but not legally 
competent 

MR. CASS: Well, I shan’t press that. 


Q. The surgical shock was, of course, obvious; was it 
nor A. Yes, it was obvious 

Q. She was in s semi-conscious condition? A. That's 
correct 

Q. After she passed out of this erisis did you then make 
a careful examination to see what the condition of her jaws 
were? A. I did 

Q. Does your name appear om these records of the hos- 
pital? <A. They do 

Q Now, then, I want to hand up to you the hospita! 
records of the Sydenham Hospital and I want you to tell 
us first, in a general way, what you feund the cundition of 
Helen LaGrande when you made that thorough examination 
A. She had a fracture of the symphisis, which is the midline 
of the lower jaw. That is known as the symphisis 


Hardware of War 


MERICAN industry is “making trees” to 

camouflage vital factory buildings. These 

fake “trees” are being built on three horizontal 

levels of netting made of chicken wire gar- 

nished with green leaf material. They are 

installed on telephone poles alongside and 
above war plant buildings. 

Thus the appearance from the air is that 
of trees and real fields. Enemy planes would 
hardly be suspicious, since the painting job is 
planned to simulate the trees and fields of 
the countryside. 

The garnish used on the chicken wire in 
many cases is made of glass fibre which is 
fire-safe. odorless, weather-proof. and easily 
spray-painted for changing conditions of 
camouflage and seasons of the year. 
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Who’s Who in Shorthand Speed 


He’s a “boot,” to boot, and there’s another Diamond Medal Winner, too! 


Examiner A. A. BowLe 





Irving Oblas 


of training as a ‘boot,’” writes Irving 
Oblas, Y3c, “and am at least mastering 

the sailor lingo, if nothing else.” He then 
goes on to say that the training is not too 
severe and is more in the nature of a “pre- 
liminary” before being sent to other bases. 

On the basis of his civilian experience and 
education as well as the passing of an ex- 
amination, Mr, Oblas just advanced from Ap 
prentice Seaman to Yeoman, third class, 
which, he tells us, is equivalent to Sergeant 
in the Army. The examination about which 
he spoke, we understand, consisted of dicta- 
tion at the “terrific speed” of 80 to 100 words 
a minute for three minutes, transcription, a 
10-minute typing test, and a general paper re- 
garding office duties. With his ability to write 
200 words a minute for five minutes, an 
ability he has demonstrated and for which he 
has been awarded the Gregg Diamond Medal, 
he no doubt had no difficulty with the shert- 
hand end of the test! 

He’d be a good man to report courts- 
martial and no doubt that is what he will be 
doing before long. 


ad Ba ROUNDING out my fourth week 


THIS Diamond Medalist is a graduate of the 
New York City High School of Commerce 
He later attended Hunter College Extension 
Division, where he was coached to high speed 
in the classes of Messrs. Blanchard, Nargi. 
and Zoubek. 

While going through the College of the City 
of New York, Mr. Oblas used his shorthand 
to take down lecture notes—much, as he says, 
to the envy of the other students. Then he 
resumed study of the Manual to secure a sec- 
retaria) position and a little later, contintwing 


J. Donald Shewbridge 


his study, he passed a Municipal Civil Servic: 
Examination. One of his secretarial jobs was 
with the directors of the Edenwald Schoul for 
Boys and Girls, which was followed by a 
stenographic job with the Department of Cor 
rection in New York. 


FOR about six years prior to his induction 
into the fighting forces, he worked at the 
Penitentiary at Rikers Island, a good deal of 
the time performing the duties of Registration 
Clerk, being responsible for computing the 
length of sentence for the inmates and see 
ing that they were discharged at the proper 
time, collecting fines and bails, handling court 
papers, and so on. This seemed all in line with 
his college work, for he now holds the de 
gree of Bachelor of Social Sciences. 
Speaking of his work, Mr. Oblas said: “In 
general, I learned a good deal about modern 
penology and criminal law while on _ the 
Island. Part of my work consisted of report 
ing disciplinary trials of inmates. In fact, one 
of my transcripts of a Classification Board 
meeting was used as the basis for a radi 
broadcast over the local radio station.” 


JUST before leaving the Island, Mr. Obla: 
was in the administrative offices of the De 
partment and reporting the hearings of trials 
of employees as well as investigations of vari 
ous sorts. While on this job he took a pro 
motional examination and came out high on 
the list—second place, no less—with a mark 
on shorthand transcription of 99 per cent. 
His favorite hobby is wheeling his young 
daughter around the block. As proof that he 
does like to walk, he mentioned a ten-day hik 
ing trip through the White Mountains and a 
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climb up Mt with his wife and 
a party. Like almost all shorthand writers 
tennis is another of his sports, along with ice 
skating, and only a or two ago he 
braved the breezes of the mountain side on a 
pair of skis! 


Washington 


season 


R. J. DONALD SHEWBRIDGE was 
born in Baltimore, Maryland, not very 
far from the birthplace of the Star-Spangled 
Banner. He's the reporter who has just been 
awarded the Gregg Diamond Medal for writ- 


minute for five consecutive 


ing 200 words a 

minutes—the first Baltimorian, I believe, to 
win this distinction Mr. Shewbridge is a 
graduate of Strayer College, Baltimore, 


where Miss Katherine Snyder was his teacher 


Before he left the college, Mr. Shewbridge 


was writing the required 120 words a 
minute. 

After graduation, he worked for U. S$ 
Steel, as a secretary and claims clerk, mean 


while attending Strayer’s night classes until 
he passed the 140-words-a-minute Gregg Ex 
pert test. He then took a Civil Service ex 
amination, passed with high marks, and was 
appointed as a secretary in the Chemical War- 
fare Service, outside of Baltimore. But he 
found the travel to and from his home harder 
work than the job itself! So he obtained a 
transfer to the Immigration Service in Balti- 
more as a Hearing Reporte 


“*T FOUND that the testimony was aw-fully 
hard for me to get with my limited speed,” 
he said, in a recent interview, “so I pur- 
chased the Gregg Shorthand Reporting Course 
and studied it diligently for some time, es- 
pecially the penmanship portions; and I 
noticed a steady, if slow, improvement in my 
work.” By 1940, Mr. Shewbridge was able 
to write testimony at a much greater speed 
and he was able to engage in considerable 
free-lance reporting 

He was appointed in March of the follow 
ing year as Hearing Reporter with the U. S 
Department of Labor. This took him to New 
York, where he was assigned to the Wage and 
Hour Division. It was while on this job that 
the “speed bug” began to get him seriously. 

“The other reporters with whom I came in 
contact,” he says, “were in various stages of 
achievement with reference to the Medal tests. 
I didn’t want to be left behind. So I began 
re-studying my Course intensively, and in the 
Fall of 1942 I received the 160- and the 175 
words-a-minute awards. The 200 was a little 
harder, though, and required still more study 


**] HAVE always firmly believed that short 
hand penmanship is the key to legibility, and 
even, to some extent, speed. I feel that the 
Course referred to, if studied correctly, with 
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emphasis upon the building of a 
firm foundation of knowledge of the system, 
and the penmanship drills, will make 
writer of our system more proficient and better 


the proper 
any 
able to cope with fast dictation and quick and 
accurate transcription 

“As my present position is almost entirely 
conference reporting—you know how hard that 
is, with everybody talking at the same time 
I have to work like a ‘demon’ at times just t 
keep up with the speakers. The subject mat 
ter of the conferences is as varied as can be 
imagined, from the Drugs and Medical Suy 
plies Industry to that of the Puerto Rican 
Leaf Tobacco Industry. I have to keep up 
with all current events, and, as each hearing 
is held for a different industry, the technical 


terms have to be known in advance in order 


to understand just what the participants ar¢ 
talking about.” 
NO wonder these writers become so pro 


; ’ 


levelop a vor abulary a co 
uld well be proud of! 


ficient—that they 
lege professor 


Life in the Marines 
pate 124) 


Concluded from 


college groups, participating in parades, et 

our hours are from 8:00 a.m. to 5:30 p.m 
Monday through Saturday, with Sunday off 
If we are busy and have work to get out, we 
work late—and even on Sunday if necessary 
THE office routine is much the same as in 
civilian life, in so far as taking dictation, filing 
typing, and general office work is concerned 
We are enlisting girls in the Marin 
Corps Women’s Reserve every day and trans- 
ferring other girls for training at the Marine 


new 


base in New River, North Carolina. This 
entails considerable paper work, much of it 


In addition 
trips to the 
District 
which praia 
This work is most interesting, as you meet 
many types of people 


involving dictation in shorthand 
we often go out on recruiting 


various towns in the Minneapolis 


comprises several surrounding 


Most important of all, every job that we 
girls are doing here in Minneapolis has re 
leased one man, if not two (it appears girls 


are better at office work), for active duty 
Although we know we can never equal ou 

fellow Marines—their out 

fight for our country 


job is to go and 
ry, while our job is just to 
relieve them to fight—we know we are doing 
an important job and we are proud to be 
called Marines. The Marines have accepted 
us into the Marine Corps on the same basis 
as the men. We bear their name, and we 
wear the uniform that has been covered wit! 
glory from Tripoli to Guadalcanal 
It’s an experience I'll never forget! 


1943 
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“Knowing I Lov’d My Books —” 


By JAMES R. POWER 


Anowing | lov'd my 
Frem mine own library 
/ prize above my 


EW have their own libraries, but many 
love books, and fortunate are those who 

have access to the public libraries of out 
rger cities. The shorthand books, 
is doubly fortunate in that 


lover of 
in Los Angeles, 
he may enjoy a collection bequeathed to the 
city by Forest Clark, a 
reporter 
Knowing sl] 


former San Francisco 


iorthand as we writers do, it is 
if quaint, claims of 

some of thx For instance, 
was Curtis Haven’s “Practical Phonog- 
hi dullest 
three 
George Bower's 
which held forth 
results in fron 


amusing to read the eager. 


earlier authors 


guaranteed that the 


pupil would be an efficient worker in 


months, with no failures; 
“Modern Phonography,” 


hopes of achieving the same 


one to two months 

oan ; 
THERE is no space here even to touch on 
many of the interesting items to be found in 


tended 
evident irom 
An Interpreter 


Shor tl 


this collectior Chat shorthand ever 
to pre manner is 
J. H. Lewis’s “Ready Writer 
of the system ofl 
Edition, London: Short! 


1s sma volume Carries a pI 


iseness ofl 


and; 2lst 
1786 ™ 


Lewisian 


and Institute, 


eface dated, 
‘3 minutes 

To the writer of however, a 
particularly interesting Odell’s 
tem of Shorthand, for this was the book from 
which Dr. Gregg first learned to perform with 
the lithe and noble art. This copy of Odell, 
which was “Taylor Improved,” carries the 
notation, “by which the nature of taking down 
speeches, etc., may 


before 9, September 22.” 


our system, 


item 1s >ys- 


sermons, lectures, trials, 
be acquired in a few hours without the aid of 
” 64th edition, with supplement: New 
date. My own copy of Odell 
edition, publis! London, 
but the supplement, con- 
‘and 
1843, and priced at 8 
are 4 


covers, 


a master 
York. Dick: n 
is of the 36th red in 


also without date 


taining exercises other useful informa 
tion,” is dated 
These b voklets inche s, 
light-brown pape: both 


pages and four shorthand plates 


nenc 
pence 


» | with thin 


containing 16 


ry ’ 

EHE most inter sting of all to me, however 
is a copy of the first Gregg Manual, pub 
lished May 28, 1888, at 62 Dale Street, Liver 


comprising 
sufl paper 
printed, “Light Line 
position ! 

Con 


pool. This measures 6 x 4 inches 
28 pages 


over, upon 


bound in a blue-gray 
whith 1 
One One 


' ' 
siope 


Blended c 


Phonograph) 


One thickness! nsonants 


books, 
with 
dukedom 


he furnish'd me 
volumes that 


—Shakespeare 
nective vowels. Curved motion. The Phonetic 


Shorthand. Price, One Shilling.” The original 
edition was of 500 copies, but there are now 


only nine of these known to be extant, and 
the present quotation is $100.00—if you can 
get one! 

Los Angeles is fortunate in having this 
particular copy because, on the inside of the 
front cover, apparently listed by Mr. Clark 
(who was a very neat printer as well as a 


appear the 
known 


shorthand) 
the 


writer of beautiful 


names of the owners of nine 


copies I think this list is of sufficient in 
terest to quote her 
John Robert Gregg, New York 
Charles M. Miller, New York 
David H O'Keefe Br klyn, New Y b 
+. Edward Nichols, Boston, Mass 
Mr. McGrath, Chicago, Ill 
6. Forest Clark, San Francisco, Cal 
The British Museum 
The Bodleian Lit Oxford 


John Maben Warder, Edinburgh, Scotland 


his list, in faded ink, was evidently writ 


ten by Mr. Clark years ago, and it may well 
be that some of these copies, like his own 
have changed hands. Who shall say? 


If | Were Boss 
From “Better Castings” 


F I were boss I would like to 
“You did a good job here yesterday.” 
I'd look for a man, or a girl or boy 
Whose heart would leap with a thrill of joy 
At a word of praise, and I'd pass it out 
Where the could hear as I walked 
about. 


say: 


crowd 


Now a bit of praise isn’t much to give, 

But it’s dear to the hearts of all who live; 

And there’s never a man on this good old 
earth 

But is glad to be told he's been of worth; 

And a kindly word, when the work is fair, 

Is welcome and wanted everywhere. 


If | were boss | am sure I would 

Say a kindly word whenever I could; 

Fer a man who has given his best by day 
Wants a little more than his weekly pay; 

He likes to know, with the setting sun, 
That his boss is pleased with the work he’s 


done. 
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Statement of the Ownership, 
; Management. Circulation, Ete. 
Information Desk 


Required by the Acts of Congress of 
dugust 24, 1912 and March 3, 1933 








Don’t you often have questions to ask about fue Grecc Writer, published monthly, except 
- . ur 4 et e N . . N fone he 
the work of secretaries, stenographers, typists, — . Y., 4 tober 
or shorthand reporters? Why not send them 7 
to Information Desk, The Gregg Writer, 270 a ‘oN \ 
. : . . 4 
Madison Avenue, New York 16, N. Y. A —P ” : . the S 
. , c ar r r anc tor +] state 
letter is not necessary—a postal card will do. , enum Sas aoe y appeared Guy S 
, 2 having sworn according to law, 
w ses and says that |} s the business manager of 
Cue Greco Writer and that the following is, to the 
t s k i ef, a true statement of 
l. Does a small letter properly begin « quetatios t wnership, management (and daily paper 
when the quotation does not begin with the first word t ilatior etc., of the aforesa it ation for 
of a sentence? For instance, “ the case of... late shown in the above caption, juired by t 
is clear,”’ etce.—A.G, Act of August 24 } as amend y the Act of 
1 ; P ’ March 3, 1 3, er lied in section 53 Postal Law 
Quotations should follow the original style ind Regulations, printed on the reverse of this forn 
f the extract exactly in matters of capital eatleges 
' an 1 That ¢ 7 ide 7 
‘ ‘ € rT 3 . 2 | esses of the 1 Ss 
ization, punctuation, and spelling. Therefore, ee a Ff 
> ix x is ss inag 
in the illustration you use, unless ‘the 1s Publis The Gregg |} shing Company, 
é, =i . Madison Avenue, New York 16, N. Y., Editor, J 
ons red r the .r nal wre > > . = 
ipitalized in iginal, it w uld not be i Meee h io 2 om York te 
ipitalized in the sentence you give N. Y., Managing Editor, nor Business Manager 
Guy S. Fry, 270 M n Aver New York 1é 
ae 
2. I am secretary to the Commanding Officer of the 2. That ti r is f wned by a corporat 
Naval Air Gunners School at Jacksonville. Several of ts nar and add rn t ¢ tated and a 
the officers in this school would like your opinion n tely thereur — names and addresses ef 
sbout the following sentence I rs owr r ! r ne per cent r 
“Enclosure A is forwarded for what action you may f tot n nt of stock l t wned by a « 
desire n, t names and addresses of the individua 
Is this correct, or should it read: ers must be given. If owned I 2 firm, mpany, or 
“Enclosure A is forwarded for what action you may ther ! rporated concert ts name ind address 
desire to take Vrs. E. W. S. s Ww as those of « it member, n t 
P be given.) 
hongh he fret centence vor Wot ral . 
Although th _sentence you quote doubt nn Gene Pebtihtes Games 206 Malton & 
ss is acceptable in Naval correspondence, nue, New York 16, N. \ John Robert Gregg 
hich mine oe «. ccit recort . = aleen President, 7 vi ' Avenue, New York 
icn f t ity ort t many ort N. Y.: Guy S. I c a ».Treasurer, 27 Madis 
uts in raer ft msery time, yet the sec ymnd Avenue, New \ 5 ¢ N \ & Edmutr Cregg 
. \ h M gar A Cy} 2 | s 
ntence 1s n I complete in meaning 
3. That the known bondholders rtgagees, : 
VW ¢ surgvest ho vyever, that W hatever ac ther o alien fi oats e * . By . 
} c j y ers A nz noi ding I Pp ce 
” “os ; ” - 
tion” be used instead of “what action,” whether r more of total an t of bonds, mortgages, or ot! 
‘ , ritiee 7 (lf t . re not . tat —- 
not vou make the sentence complete r Sta N 
4. That the tw paragraphs next above, giving the 
names - wners, stock lers, and security 
‘ lere ‘ y tain - the list € o 
3. I would like to know which is correct: “Please , 2 Mos , . = - 
° “p ; ers and sx t ers as they appear t nt 
caution whomever is responsible or “Please caution : > et “ : . , 
whoever is responsible me BD Me " r : . . os % 1 > : 
S k ers or st sa n the books 
’ : : 2 she enmmes 2 . . dnciary 
Whoever is the correct word in the sen- a ee = Se meng 
ip . elation, the mame of the person or corporati f 
tence you quote, because this word is the whom such trustee is acting, ts given; als at tl 
Rtas nf thee woth “ie geenoneiiis ™ said two paragraphs contain statements embracit 
ject i’ verb “is resp msible, and, lh ag Eg em ee Fe gy yy ~ 
therefore, must be in the nominative case stances and conditions under which stockholders an 
security holders who do not appear upon the books of 


[he whole phrase “whoever is responsible” is - ; : 
the company as trustees t 1 stock and securities if 


the object of the verb caution. 1 capacity other than that of a bona fide owner; and 
this afhant has r reason to believe that any other 
persor ussociatior r corporation has any interest 
1. Should the abbreviation for afternoon be written ect of - rect in the = d stock, bonds, or other 
in small capital letters, and should there be space securities than as so state y hin 
between them Pr. M.” or “p.m.” ?—G. BE. McG. 5. That the average number of copies of eacl 
: » 48 . ‘ issue of this pul ation sold or distributed, throug! 
As p.m. is an abbreviation of “post merid the mails or otherwise, to paid subscribers during 
Y ’ ’ . afin — . +} moe ; » th ce shown af 
ian,” which is written in small letters, the twelve m 1 ed 2. =o 
. , . " Oe aati cialis toile : ( s t s re re from 
abbreviation should also be written in small jaily publications 
letters Preferably, no space separates th¢ 
2 4 . Goy S. Fr Business Manag 
letters, as the chief reason for using an abbre- ; shag 
viation is to save space. Same te ani eabecstbed tefere me Gls Sth 4 
It is not wrong, however, to insert a space f September, 1943 
between, if you feel it looks better in any Seal) Marcaret E. Zeperwr 


particular instance M — xpires March 30. 1945) 
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Waste in War is a Crime 


From a Consolidated Edison System Companies “Stuffer” 
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Vegetable Pin for Sears’ Offices 


From “Office Equipment Digest” 
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One Way of Accounting for the 
Modern Parasite 
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Mileage Hints 


From “Esso Marketers” 


























By WILLIAM HAZLETT UPSON 
(Copyright, 1925, by Wm. Haslett Upson) 


Concluded from the October issue 


DAVID CROCKETT SUGGS 
CONTRACTOR 


Houses Moved Safely, Speedily and Surely , 
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Kasy Letters 


By A. E. KLEIN 
For Use with Chapter Seven of the Manual 
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EKasy Letters 
By A. E. KLEIN 
For Use with Chapter Eight of the Manual 
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Kasy Letters 
By A. E. KLEIN 
For Use with Chapter Nine of the Manual 
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| The Cave on Thunder Cloud 


From “More Tish” 
Ry MARY ROBERTS RINEHARI 


Copyright, 1912, by the Curtis Publishing Company 
(Copyright, 1940, by Mary Roberts Rinehart 


Reprinted in shorthand by permission of the author 
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Aetual Business Letters 


icknowledging Publishers (oaperation inthe War Effort 
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